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the rules contained therein are tainted separate^ in two Parts, viz., 
Parts I and II, as generally modified up to Is. November, 1910. This 
Part (riz., Part II) comprises Chapters 10 Tu 13 and Appendices 
f together with Index,', while the other Part, i.e., Fart I, consists of 
Chapters 1 to 9. 

■> Anj’ errors, omiVtoiw oi irregularities noticed should 
be pivirptly j “ported to the Director-General of Posts and Telegraphs, 
Nev Loliu, by Heads of Circles and other Officers directly subordinate 
to the Director-General. 

4. The rules and content* of the Appendices in this Part must be 
carefully read by all officer? of the Fo*t Office to whom they are supplied, 
as no breach of the rules, &c., trill be excused on the plea of ignorance. 
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CHAPTER 10. 

SUB-ACCOUNTS. 

N.B. — The postmasters' personal duties prescribed in the following 
rules tn this chapter or in any of them may, under the orders of the 
Head of the Circle, be performed by the deputy postmaster, assistant 
postmaster, supervisor or head clerk ui the case of head offices and bp 
the deputy sub-post master, assistant sub-postmaster , supervisor or hear, 
clerk in the case of sub-offices : — 

Rules 579, 580, 588 , 63d, 6-15, 619, 653, 651, 656 and 657. 

Part I. — General rules. 

576. Supervision of subordinate offices by postmaster. — (1) The- 

postmaster is not only responsible for <be correctness of the accounts 
rendered by the subordinate offices, which are incorporated in his owe 
accounts, but he should also ascertain from their accounts whether ffi* 
subordinate postmasters understand and perform their duties in at 
efficient manner. He is expected to bimg to the notice of the Superin 
tendent or inspector any laxity or continued or repeated irregularity 
noticed by him, and to report fo the Superintendent the names of sub 
ordinate postmasters who are incompetent. 

(2) If he has reason to doubt a subordinate postmaster’s honesty 
«.</., if he believes that credit is nut given for postage recovered bn in- 
sufficiently taxed articles, or that money is otherwise misappropriated 
he should communicate his suspicions to the Superintendent or inspec- 
tor. The postmaster should always be prepared to co-operate with the 
Superintendent in applying teats to defect fraud, prevent detention tt 
articles, and the like. 

577. Examination of b. o. daily accounts .and b. o. summary in sub- 
offices. — (1) The sub-postmaster must — 

(a) examine all the daily accounts received from branch offices in 
direct account with the sub-office and satisfy himself that 
they have been properly prepared and filled up, that She 
closing balances entered in them in words and figures 
agree, and that they have been properly disposed of ; 

Hj) compare the balance (as entered in the daily accounts in 
words by the branch offices) with the balances shown 
against them in the b. o. summary [Form A. G. G.-3 (a) 3 

(c) compare the balances in the b. o. summary shown against 

village postmen with the amounts (in words) acknow- 
ledged by them ; 

(d) satisfy himself by a comparison of the entries in ffMly 

accounts with those in the b. o. summary, that the flafly 
accounts have been correctly copied into the b. 0- 
summary; 
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(e) verify the aggregate total of the balances shown against' 

branch offices and village postmen in the b. o. summary ; 

(f) verafy ©vary day each item of postage in transit shown against. 

; ; -tach branch office in the summary by a comparison with. 

? < ;he pencil copies of the b. o. slips on record; and 

^ (§) personally enter in the prescribed columns of the b. o. 

suxmnaay the amounts of cash (including stamps) in transit 
Isetwasn fee sub-office and its branch offices. He will be- 
Seas onally sponsible that the totals below column 22 and 
columns 23 to 25 of the b. o. summary are correctly made, 

■ *nd that the entries in columns 24 and 26 of the sub-office- 
account are correctly transferred from the b. o. summary. 

■ iSS) Th-3 daily accounts must be signed by the sub-postmaster. 
ffcouH any suspicious alterations or erasures be noticed in. a- daily 
-• -count, tha aab-pocfea cfiar must at once enquire into the matter. 

•' W 3i scad tesaeh' offices to their account offices.— 

•sun and taeah offices gsohange account and b. o. bags, respectively, 
Ivith thair assoca* offie©3 daily. *5hs transactions of sub and branch- 
adless ass entered in the s. o. summary (Form A. 0. G-.-3) and the b. o. 
nummary £5hsa A. 0. G.-8 (a)], respectively, maintained in the account- 
Office; tbgsa as'i&m s?s included in tbs head office cash book or the sub- 
vffic© account, according as the account office is a head or sub office. 

• dSp. Short rspelpt of vouchers by account office.— (1) If a voucher 
hat is required in support of an entry in a daily account, whether to 
,-rsdit vi debit, of the subordinate office, is not received in the account 
y. tics/ the. sub or branch postmaster, as the case may be, should' be called 
"so n, in tho nsxi a. o. or*b. o. slip (Form Pa.-3 or Pa.-4) sent to him, 
submit required voucher without delay..; but the item should be 
-.imiirtsQ rvnd included in the accounts of the account office as usual, 
■■■ending tha remit of the reference to the subordinate office. .For in- 
■ -'fence:. i: amount cf money orders paid, shown in the- daily account,. 

: -i Be., 55 and the s.-o, daily list of money orders paid [Form M.0.-4-- 
f )} ai b. <d. daily account [Form A. 0. G.-22 (a)] contains particulars 
«■: 'two /aid orders, ms. , one for Bs. 15 and another for Bs. 10, the sub- 
account clarh mould admit the whole amount, Bs. 25, even though one 
: : the paM orders may not have been submitted in support of the charge. 

• 2.) Whenever a voucher is wanting, a remark should be written lj$r 
ihe eub-aocorint clerk on the daily account against the particulars of the 
causing document, and attested by the initials both of the sub-aoodunt 
s--;le?k and the postmaster of the account office. A note of. the irregularity 
should also, be made in the error book. 

- ! • (3y In’ the case of an item for which the sub <a branch postmaster - 
has claimed credit, if the voucher is not submitted in immediate response- 
to the call, or if no explanation is afforded by him for'" withholding it, the* 
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case should Immediately be brought to the notice of the Superintendent 
or inspector, as the case may require, and any delay in obtaining the 
missing document reported to him. A note should be made in the 
column for remarks in the s.-o. or R o. summary against the name of 
the office from which the voucher has not been received and should be 
copied from day to day in the summary until the voucher is received. 

(4) Items which cannot be properly classified in the account office on 
the details or information furnished, should be treated as unclassified 
receipts or unclassified payments, according as they are credit or debit 
items, pending the receipt of fuller information or of the necessary 
voucher. In the head office, such amounts charged to unclassified pay- 
ments should be dealt with in the same manner as items of advances 
recoverable, 

580. Inadmissible vouchers. — If any document attached to a daily 
account is inadmissible on account of any irregularity in its preparation 
or is not duly signed, etc., a revised document should be called for, of. 
the document should be returned for rectification, eutered in the place 
for remarks of the nest s.-o. or b. o. slip sent to the subordinate office; 
but the item to which it relates should be admitted and included in the 
accounts of the account office as usual, pending the result of the refer- 
ence to the sub or branch postmaster. If the revised voucher is not 
re-submitted immediately, the procedure prescribed in the preceding rule 
should be followed. 

581. Unnecessary remittances of cash to be avoided.— The unneces- 
sary transmission of cash between post offices must be carefully guarded 
against. All payments, including the disbursing of pay, by sub and 
branch offices are to be made out of collections in hand. 

Nom— The Account office should regulate remittances to branch offices according 
to the number' of money orders due for payment there and according, to the days on 
which a village postman « required to proceed on his beat as shown in the beat map 
referred to in rule 273, Posts and Telegraph# Manual, Volume VIII. 

582. Cash office. — (1) A cash office is a sub-office which, in addition 
to performing the ordinary work of a sub-office, serves as a depdt for; 
cash, which it supplies to, or receives from, other sub-offices. A sub- 
office may remit surplus cash direct to its cash office, and also indent on 
it direct for funds up to the monthly limit fixed by the Superintendent, 
but, when this limit is reached, the authority of the head office, must be 
obtained for further drawings in the month in question. The cash office 
should see that the prescribed limit is not exceeded, by maintaining a 
•record of the remittances made to an office in a separate error book 
which should be checked and initialled by the head of the office daily. 

(2) A sub-office that can supply fends to, or receive surplus caafi 
from, other sub-offices in its vicinity more conveniently than the head 
office will, as a general rule, be made a cash Office. Ordinarily every sub- 
office situated at a treasury station will be required to act as a cash office, 
but the Superintendent’s sanction is required in each case. 
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i,')) The Lead office may also order any sub-office, that is not a regu- 
larly constiiuied cash office, to supply tunds to, or receive cash from, 
another sub-office, whether both the sub-offices are in account with the 
same h.vd nffieft or not; but each such case must be reported to the 
Snpei iifrn{le’'t, unless the head office is acting at the instance of the 
fchipeunlei’duit. 

583. Check o! remittances between the accr-vnt cilice and its 
subordinate offices. — The postmaster must see iliat the procedure 
prescribed in the rules regarding the receiot and despatch of remittances 
is thoroughly understood and systematically followed by the treasurer 
and sub-account clerk. 

Part II. — Transactions between head offices and sub-offices. 

Ilcg’rtation of cash bala: f'c in sub-officcs. 

584. Regulation of funds for sub-offices. — (1) One of the most 
important duties of a head postmaster is to moke satisfactory arrange- 
ments to provide his sub-offices v.i'Ii fund > and relieve them of collec- 
tions in excess of their authorised maximum balances. 

(2) In the case of sub-offices situated at treasury stations, he should 
arrange with the district treasury at the beginning of every month, to 
nave money pl n ^°d in the local treasury at credit of the sub-postmaster, 
at fixed interval f a week or foitnight, sufficient to meet his nroHhlft 
requirements dm mg that period. Ho should watch the drawings irom 
"""h treasury, and take early steps, If necessary, to place additional 
funds at crecut of the sub-po&tmastor. 

(31 In the cise of other sub-offices, the head postmaster must either 
himself carry cut, or see that effect is given to, the arrangements made 
by the Superintendent for supplying them with funds and rr"' v <dng 
their surplus collections. The Superintendent will prescribe the method 
in which each sub-office not situated at treasury station is ordinarily to 
be supplied with funds, and in which it is ordinarily to remit surplus 
funds, as veil as the method to be used for special emergencies; and the 
procedure laid down by him must be strictly followed. 

(4T Whenever it is necessary, whether in accordance with the 
general procedure laid down by the Superintendent or to meet a special 
emergency, for the head office to make or order a remittance to a sub- 
office, or to order a sub-office to remit its surplus cash to its cash office 
or head office or another sub-office or the treasury, the head postmaster 
must enter the necessary orders on the s.-o. daily account (Form A. C. 
G.-22) in the place provided and sign the entry. 

(5) If a requisition for cash is received from a sub- office which ordi- 
narily receives from the public and other sources more money than it 
pays away, the requisition should not be complied with unless the cash 
balance has fallen below the fixed minimum, or unless the sub-post- 
master has justified his requisition on the ground of existing liabilities. 
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payment of which is deferred only for want of money; but whenever 
the cash balance of an office that ordinarily pays away to the public and 
other offices more money than it receives falls below the fixed minimum , 
a remittance to it should be made or ordered, whether a requisition for 
cash has been received from the sub-postmaster or not. In the case of 
sub-offices which deal direct in regard to cash remittances with other 
sub-offices, the head postmaster must carefully watch their balances and 
the amounts drawn or remitted, with reference to details of drawings 
furnished on the reverse of the sub-office daily account as required by 
rule 609. 

(6) As a gcneial rule, the amount of a remittance made by a sub- 
office with surplus funds should be such as to reduce its balance to the 
minimum, and the amount of a remittance asked for by a sub-office, ur 
ordered by the postmaster with the view of placing a sub-office in funds, 
should be, in the case of an office with receipts in excess of its disburse- 
ments, such as to raise the balance up to the authorised minimum, or in 
the case of an office with disbursements in excess of its receipts, such as 
to raise the balance to the authorised maximum; but if the head post- 
master is satisfied that the actual amount drawn or asked for is really 
needed, the amount may be passed or remitted, whether it will raise 
the balance above the limit just indicated or not. 

(7) Head offices occasionally receive urgent applications from sub- 
offices for additional funds in order to pay telegraphic money orders, or 
to meet other unusual liabilities, after the daily account bag for the sub- 
office has been despatched. Whenever it would be advantageous on such’ 
occasions to make a remittance to the sub-office before the despatch of 
the next regular account bag, the remittance should, if possible, be 
despatched through a special carrier under the procedure prescribed in 
rule 597, especially if it is a large one. In other cases, where a second 
despatch of mails is made, and provided the amount to be remitted does 
not exceed the limit prescribed for that particular means of transit, the 
remittance may be sent in a cash bag, detailed in an extra s.-o. slip, 
and enclosed in an extra account bag which should be advised in the 
mail list, or registered list, if no mail list accompanies the despatch, as 
a “due mail”, an explanation being given at the foot of the mail list, 
in the place provided for the purpose, of the excess despatch. A note 
regarding the despatch of the extra account bag should be made in the 
next usual sub-office slip sent to the sub-office. 

585. Provision of funds for sub-offices. — (1) A sub-office is 
ordinarily provided with funds in one or other of the following ways, 
when the cash collections of the office are insufficient to meet its require- 
ments!: — 

(a) by drawings from the treasury in the case of sub-offices 

situated at treasury stations; 

(b) by remittances from another sub-office; and 

(c) by remittances from the head office. 
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(2) In exceptional cases, a sub-office may be provided with funds by 
the remittances from a head office other than its head office of account. 
The instructions in rules 689 and 690 will apply mutatis mutandis to 
such cases. 

586. Disposal of surplus funds at sub-offices. — (1) A sub-office may 
dispose of its surplus funds in one or other of the following ways : — 

(a) by remittances to the treasury, in the case of sub-offices 

situated at treasury stations; 

(b) by remittances to another sub-office; and 

(c) by remittances to the head office. 

(2) In exceptional cases, a sub-office may dispose of its surplus funds 
oy remittances to a head office other than its head office of account. The 
instructions in rules 689 and 590 v. ill apply mutatis mutandis to such 
cases. 

587. Supply of funds to sub-offices at treasury or sub-treasury 
stations. — In the case of sub-offices situated at treasury statioEs, the 
sub-poblmaster i authorised to draw money from the treasury or sub- 
treasury, accord i_, to his requirements up to the limit of the amount 
placed there at his credit. The daily accounts received will show the 
Uvdance available out of the amount placed at the eub-postmaster’s 
credit, aud will guide the head postmaster as to the action to be taken 
to keep the sub-office supplied with funds. 

588. Exchange of remittances between sub-offices in account with 
tne same head office. — (I) The daily accounts received fiom sul- ffices 
(Form A. C. G.-22) will contain particulars of remittances actually sent 
or received, and show whether the orders in the s.-o. slips prescribing 
remittances have been punctually complied with, and whether the 
amounts stated to have been remitted have been duly acknowledged by 
the receiving sub-offices. If any delay occurs in sending or acknow- 
ledging a remittance, the sub-account clerk should bring the ca^e to the 
notice of the head postmaster, who will report it at once to the Superin- 
tendent. 

(2) Remittances exchanged between two sub-offices in account with 
the same head office should be written off in the accounts of the remit- 
ting sub-office to the head “Cash remitted to head office or dii'ect to sub- 
offices under the same head office”, and credited in the accounts of the 
receiving sub-office to the head “Cash received from head office oi direct 
from other sub-offices under the same head office”. 

589. Exchange of remittances between sub-offices under different 
head offices. — (I) A head office may, on requisition from the Superin- 
tendent, order a sub-office in account with it to send a remittance of 
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cash to, or receive a remittance of cash from, another sub-office in 
account with a different head office. In such a case, the remitting sub- 
office will show the amount m its accounts against the head “Cash 
remitted to sub-offices of other head offices’’, and the receiving sub-office 
will credit the amount to the head “Cash received from sub-offices of 
other head offices”. 

(2) The head office of the remitting sub-office will send to the head 
office of the receiving sub-office a remittance advice and acknowledg- 
ment in the usual manner, and the latter head office will sign and return 
the rcmitlance acknowledgment as soon as the credit ot the amount 
appears m the daily account of its sub-office. 

590. Manner of exchanging remittances between sub-offices.— (1) 

The Superintendent will piebcribe, in accordance with the system 
ordered by the Head of the Circle, the method by which remittances are 
to be exchanged between two sub-offices. 

(2) If the remittance is to be sent byjpost, the cash or notes or 
stamp-, ‘•Lould be enclosed in a cash bag m accordance with the direc- 
tions ol rule 27. The cash beg should be forwarded to the sub-office 
enclosed in the mail I ag. Details of the cash (including stamps and 
reply coupons) remitted should be shown by an entry on the registered 
list enclosed in the mail bag, and the entry should be initialled by the 
official authorised to make the remittance. The weight ot the cash bag 
should also be noted ou the registered list both in words and figures. 
Requisitions tor cash and postage stamps required should 6e sent by a 
sub-office to its cash office duly invoiced in the registered list. 

Notq — The date of accotmting the remittance in the remitting office should be 
noted on the registered list whenever it differs from the date of the registered list 
itself. 

(?> "When a sub-postmaster or treasurer (in offices where one is" 
"employed) receives a cash bag by post from another sub-office, he should 
examine, weigh, and open the cash bag in accordance with the proce- 
dure laid down in rule 602, except that the weight of the cash bag should 
be compared with the entry on the registered list. The amount received 
should be checked with the amount advised on tho registered list, which 
should be initialled. The remittance should be acknowledged by a note 
on the next registered list sent to the remitting sub-office. 

(4) When remittances are exchanged through a postman, village 
postman, overseer or other subordinate, the procedure laid down in rule 
'616 should be followed by the remitting sub-office, and that laid down 
in rule 597, by receiving sub-office, 

(5) When a mail bag contains a cash bag, it must remain, after it 
ihas been sealed, in the personal custody of the sub-postmaster until it 
m made over to the carrier. 
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Account bag from head offi.cs to sub-office, 

691. Contents of account bag. — (1) The account bag sent bj a head 
office to one of its sub-offices may contain — 

ihe s.-o. slip ; 

unpaid articles of the letter mail for delivery from the sub-office 
and the branch offices in account with it; 

a cash bag containing cash [including postage and other (non- 
postal) stamps and reply-coupons] ; 

British postal orders for sale : 

cash certificates and connected documents; 

pass-books, s. b. acknowledgments, warrants of payment and 
other savings bank documents (detailed in a s. b. slip) ; and 

b. o. daily accounts after check. 

(2) The s.-o. slips received by sub-offices should Le filed in daily 
bundles, and at the end of the month they should be put up in bundles 
for the account month to which they relate. 

692. S.-o. slips. — (1) A s.-o. slip, prepared in the prescribed form 
Pa.-3 must bo sent every day by the head office to each of its sub-offices 
enclosed in the account bag. The s.-o. slip is intended for the following 
entries : — 

Amount of postage due on unpaid articles of the letter mail sent 
to the sub-office. 

Amount, with details, of cash (including stamps and reply- 
coupons) sent to the sub-office. 

The balance of the last daily account received from the sub-office 
and accounted for in the head office. 

Particulars of documents, and serial Nos. and value of British, 
postal orders, sent to the sub-office. 

Instructions and other particulars. 

(2) The forms of s.-o. slip will be stitched together in books, and 
each Look will contain 50 serially numbered sets of the form in dupli- 
cate. A separate book may be kept for each sub-office or all the s.-o. 
slips for issue each day may be prepared on the forms in the same book, 
as may be found convenient in each head office. S.-o. slips should be 
prepared in duplicate by means of carbonic paper, the pencil copy being 
kept on record in the head office and the carbonic copy detached and 
sent to the sub-office. Both copies should be signed by the sub-accouaas 
clerk and stamped with the name and date stamps. 

(3) The sub-postmaster will be personally responsible that the direc- 
tions given to him in the s.-o. slip are correctly and punctually carried' 
out ; and if a remittance, which he is told to expect, is not received ini 
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due time, he should report the matter to the head office and the Superin- 
tendent. Every case, in which there is any delay on me part of a sub- 
office in sending a remittance ordered by the head office, or in acknow- 
ledging a remittance received by it, will be reported by the head office to 
the Superintendent, who will take severe notice of the irregularity. 

593. Entries of unpaid postage in s.-o. slips.— (1; i’ne sub-account 
clerk should carefully calculate the postage due on the unpaid ai tides of 
the letter mail for each sub-office and enter the amount in the s.-o. slip. 

(2) Before the unpaid articles are tied in a bundle and placed in the 
account bag, they should be examined with a view to the correction of 
errors in sorting, and the postage due should be checked by the sub- 
account clerk to see that the amount has been properly calculated. 

(3) In the sub-office, the postage duo on the unpaid articles taken 
from the account bag should be checked with the entry in the s.-o. slip 
and the amount should be entered in tho appropriate column of tho sub- 
offieo account. 

594. Remittance of cash. — Cl) "Whenever it is ne"C'Wy to order a 
remittance oi cafah to a sub-office (either from the head office or from 
another sub-office), the head postmaster will write his orders regarding 
the remittance on the daily account. The orders should be shown as 
soon as possible (in the case of remittance from the head office to sub- 
office only), by the sub-account clerk to the treasurer, who should be 
required to initial them. 

( 2 ) If the lemittance is to be made from the head office, the amount 
of the remittance with details should be entered by the sub-account clerk 
in the s.-o. slip. 

If the remittance i« to he made by another sub-office, the 
required instructions, in accordance with the head postmaster's orders, 
should be written by the sub-account clerk in the appropriate place in 
the s.-o. slips for the sub-offices concerned 

595. Supply of postage and other stamps.— "Wlien postage or other 
stamps or reply-coupons are to be sent, to a sub-office, tne head post- 
master will -write his orders regarding the supply on the daily account. 
The orders should be shown as soon as possible to the treasurer by the 
sub-account clerk, and the treasurer should be required to initial the 
ordor in token of having seen it. The value of the stamps and reply- 
coupons should be treated as a cash remittance to the sub-office, an** 
entered as such in the s.-o. slip, and the remittances should bo mak. 
under the procedure detailed in rule 601. 

596. Remittances sent through the post. — (1) If any ronxit twice in 
cash or currency notes, or in postage or other stamps, is to be sent from 
the head office to a sub-office through the post, the remittance will be 
enclosed by the treasurer in a cash bag in accordance with the directions 
of rule 27, and the cash bag will be enclosed in the account bag under 
-the procedure detailed in rule 601. 
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<‘ 2 j la the sub-office, the money contained in the cash bag should be 
counted by the sub-postmaster and compared with tlie entry in the s.-o. 
s ,: p. If the remittance includes postage or other (non-postal) stamp-,, 
turi value of the stamps should be calculated and added to the amount 
retxxv-ed in cash. The total amount should be entered in the sub-office 
account as a remittance from the head office and the money and stamps 
should then be locked up at once in the office safe. 

5D7. Remittances through special carriers. — (1) When a remittance 
to a ouL-office is to be sent through a postman, overseer, or other sub- 
crdi ne, the amount should be made over by the treasurer to the 
<.d, . r, either loose or enclosed in a cash bag, in accordance with the 
me: tod prescribed by the Head of the Circle. 

If the remittance is made over loose to the carrier, he should In 
req .red to grant a receipt for the sum in the treasurer’s cash book. If 
t it nee is to be enclosed ir a cash b t.xo money together with 

„i\ing full particulars of the remittance sbouJd Le priced inside 
tht > tg, aDd the bag should be closed and weighed m the presence of the 
c 1 1 , r Id suould be required to grant a receipt for n <:« too troi.-uro’ - 
1 < ’ 1 t, vhei-e he should himself enter its weight both in worth, and 
fi gi t-. The cash bag should be closed in the manner described in rme 
27 f ' , 

Whenever a remittance is made to a sub-office through a special 

i • a remark should be written on the s.-o. slip for the inforuatio’ 
oi 1 e Tib-postmaster, explaining how the money ha 3 been sent ; and the 
t - vr must see, on the return of the carrier to the office, that . 
re. ’■ <• f n- the remittance has- been obtained in liis book or dairy, and 
u . - d dale the entry in token of having ea—ieil out the examination 

it'i la the sub-office, the cash should 1)5 counted by tb- snb-post- 

m n 're" ^nd a receipt for the sum should be giveu to the carrier in his 
or.< - r- If the remittance is received in a c’osed cash bag, the 

i"2 ,-t' J be carefid'v examined, weigled and opent'i and its ccE^r" 1 ' 

ro, n. r -l ud compared bv tho sub-postmaster w’th the entry in the 
m ■» i ci. to be found m the bag. A receipt should be given to the carr ; er 
It ' c r 4 in his book or dhry, vlur a the r e' i 't' ; ' , cd ^eic.ht of ^ . 

, t _ •’l 1 be noted both in voids a^d figures 1 v - s n ' -i " 1 r.?=ter. 

' . — T u t’.<j case o I a ren.iitance ficm o n * * n lorl.r (dub 5- a 

o* t vIipk tike hopdqiiarier«j of t*o tr* 4 A 1 i«cei\’ ,np sub-cAT t 

Uie b<tn * lould acknowledge its receipt both in the caller’s book or diary and in 
th* 7 „ r^d list. * 

(S ) The amount received should be compared by the sub-postmastei 
with the entry in the s.-o. slip in which it is advised, which will in many 
cases roach the sub-office before tho remittance, and then locked up in 
the office safe. The amount received should be credited in the sub-office 
account on the actual date of receipt which should be written on the s.-o - 
dip 
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598. Supply of British postal orders and Indian postal orders.— (1) 
When British postal orders or Indian postal orders are to be &ent ro a 
sub-office, they will be made over, under receipt, by the mcar'y order 
clerk to the sub-account clerk, who should enter them in (ho s.-o. slip, 
with particulars of the No. and value of each order. 

(2t In the sub-office, the British postal orders and Indian jo‘t<il 
orders received should be compared with the detail's enterel in the s.-o, 
slip. 

599. Adjustment of errors in account.— If at - shoit or excess 
receipt or short or excess payment on the part of a sub-office io commu- 
nicated to it by an entry in the s.-o. slip, the error should he adjusted 
as soon as possible by the sub-postmaster in the manner indicated by 
the head office. 

600. S. b. slips. — (1) The entries in s. b. si p-> \Fonu S. B.-27) 
relating to documents such as warrants of payment, s. b. acknow- 
ledgment's, p*>‘ -.-books, etc., should be carefully compared by the Miungs 
blink cletk wilh the originals which should then ' n ecf wed i n. with 
the s. b. slip relating to them in covers and sealed. These fwlcd b. 
shp covers on which the names of the offices will be giw-ti slouid be 
transferred, under receipt, to the sub-account clerk who will attach them 
after entry to the respective s.-o. slips. 

(2) In the sub-offioe, the savings bank documents should nt once be 
checked with the details entered in the p. b. (dip* which should he filed 
in daily bundles. At the end of the month, the s. b. slips should he put 
up m monthly bundles. 

601. Ceding of account bags in the head office. — Hi Pctne the 
account bags for despatch io sub-offices are closed on any day, the 
balances oi the dady accounts received and accounted for in the head 
o " •<? on *Lat «hy, should he entered in the s.-o. slips both in words and 
figures u,.id the ciubonic copies of the s.-o. s-lk , placed in the account 
bn is. with any British postal orders or other documents to he - i i.i h 

to ♦he s ih-o'rlc^-,. 

2 T .<■ , '*'"*• f'%s ii. "•jicii cad. bags r*. r e. !'•='* l then 

pn ckoc'l * pca’od hv the si.l -account cVrV nr>d rc, n e under 
re 'dpt to the Porting department. if they are to he dcsp.tol, J i. side 
e_ ‘1 or to the mail department if they are to be despatched loose. 

'#W If any remittance of cash or stamps or reply-coupons is to bo 
mide, thp account bag, when ready to be closed, will be taken by the 
sab-account clerk to the treasurer together with all the aricles and 
documents for despatch. The cash or stamps or reply-coupons to be 
sent to the sub-office should then be enclosed in the cash bag by the 
treasurer in the presence of the sub-account clerk who is not required to 
count the cash or stamps but to see that the remittance is actually 
enclosed in the cash bag by the treasurer, and the cash bag should be- 
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closed and sealed by the treasurer, also in the presence of the sub- 
account clerk, with the cash seal with black sealing-wax, which should 
invariably be used for the purpose of sealing cash bags. After the cash 
bag has been closed and sealed, the sub-account clerk should himself 
weigh the bag and enter its weight both in words and figures on the 
label of the bag and also on both copies of the s.-o. slip and have these 
entries of weight attested and initialled by the treasurer. The entry of 
the remitlance in both copies of the slip should also be initialled by the 
treasurer. The closed cash bag will then immediately be placed by the 
treasurer in the account bag in the presence of the sub-account clerk, 
and tbe sub-account clerk will at once close and seal the bag with bis 
sub-account seal in the presence of the treasurer, who will retain the 
bag until the proper time arrives for its transfer by him, under receipt, 
to the sorting or mail department, as the case may be. 

(41 An account bag which contains a s.-o. slip, unaccompanied by 
any posh 1 articles, cash, stomps, or documents, and is enclosed in a mail 
bag, need not be closed and sealed. 

(5) As far as practicable, the sub-account clerk should not be either 
the mail or sorting clerk, but when the combination of these duties can- 
not be avoided, all the account bugs, whether they contain cash bags or 
not, should be sealed with the cash seal by the treasurer and with the 
sub-account seal by the sub-account clerk. The cord for the cash seal 
should be tied tightly round the neck of the account bag just above the 
sub-account seal, and the cash seal should be impressed on good red 
sealing-wax. Whenever, under this arrangement, it is necessary to put 
two seals on each account bag, the postmaster must be careful to see 
that red sealing-wax is used for the cash seal on the account bag to dis- 
tinguish it from the black seal on the cash bag, and that all sub-offices m 
account with the head office arc informed that two seals will be placed 
on all account bags from the office. 

(6) On Sundays and Tost Office holidays, account bags should be 
despatched containing blank s.-o. slips with the words “Sunday (or. 
Holiday) mail” written on them. 

Note.— I t must be distinctly understood that all the duties prescribed in this rule 
must be performed 'personally by the sub-account clerk or treasurer, as the case muy 
be, without any help from 'other clerks or from any of the office inferior servants. 
Account hags ivhich do not contain any remittance may, however, be closed and sealed 
by an inferior servant in the presence of the sub-account clerk, 

602. Opening of account and cash bags in the sub-office. — (1) The 
account bag received from the head office should be carefully examined 
by the sub-postmaster, before it is opened. 

(2) If a cash bag is received in the account bag, it should be similarly 
examined. It should then be weighed in the presence of the sub-account 
clerk and, after verification of the weight with that entered in the s.-o. 
slip, should be opened in the presence of the sub-account clerk. If the 
duties of the treasurer and the sub-account clerk are performed by one 
.•and the same official, the cash bag will be weighed and opened, if and 
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when possible, in the presence of any other official selected for the 
purpose by the Superintendent. 

(3) Account bags received in sub-offices on Sundays and Post Office 
holidays should be opened, and their contents disposed of, in accordance 
with rule 2. 

(4) When, in the head office, the sub-account clerk is required to 
perform the duties also of the mail or sorting clerk, the fact will be 
intimated to the sub-postmaster, who should examine each account bag 
received to see that it is sealed both with the cash seal and with the 
sub-account seal, the cash seal being impressed on red sealing-wax. 

Account bag from sub-office to head office. 

603. Preparation of s.-o. daily account.— (1) When the sub-office 
account has been written up, and the items, totals and balance have been 
verified, as described in rules 673 and 674, the entries should be copied 
into the s.-o. daily account (Porm A..C. G-.-22). Care must be taken 
always to enter the closing balance due to the head office (i.e., the last 
account item of the daily account) both in words and figures. 

(2) When the other entries to be made in the s.-o. daily account,, 
both on the face and reverse, have been completed, it should be impres- 
sed with the date-stamp of the sub-office and signed by the sub- 
postmaster. The s.-o. daily account is a due document, and the sub- 
postmaster will be held responsible for its punctual submission to the 
head office. 

(3) In the s.-o. daily account which will reach the head office on the 
last working day of each month, and also in the daily account despatch- 
ed from the sub-office on the 31st March, the sub-postmaster should 
note, in red ink, in the space for remarks on the reverse of the form — 

(a) the details of (i) the cash, (ii) the Indian postage stamps, (iii) 

other stamps (if they form a part of the cash balance), and 
(iv) the postage due on undelivered articles that axe com- 
prised in the amounts shown as due from branch offices 
and village postmen ; 

(b) the details of stamps in the sub-office itself under the follow- 

ing heads : — * 

(i) Indian postage stamps, including embossed envelopes and 

postcards, 

(ii) other stamps, such' as penny postage stamps, non-judicial 

stamps (if they form part of the cash balance), etc. 1 ; 
and 

(c) the balance of reply-coupons remaining unsold (including-; 

those at branch offices). 
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604. Preparation of daily accounts by a sub-office not in daily com- 
munication by post with its head office of account.— (1) If the sub- 
office is not :n daily communication by post with the head office with 
which it is m account, it should write up, check and close its account 
daily as prescribed in the preceding rules, but the account to be submit- 
ted io the head office should be prepared only on the day the mail is 
despatched. This account should be prepared in the foirn of s.-o. daily 
account., and the totals of the transactions since the despatch of the 
previous account should be entered against the varmus items. Care 
should be taken to see that the closing balance in the iccounl to be sub- 
mitted to the head office agrees with the closing M'.nct- m the day of 
despatch in the sub-office account. 

(2) It there is a clerk in the sub-office who is joint'} responsible with 
the snh-post master for the safe custody of the cash balauce, he should 
verily the cash balance each day in the manner laid down in rule 658-B 
and initial the sub-office account in token of having done this. 

605. Liabilities of sub-office* — (1) The liabilities of the sub-office 
will comprise the total amount of the money orders, warrants of pay- 
ment and acquittance rolls remaining unpaid in the sut office; and, in 
order that the head office may be in a position to know' whether any 
funds will be required by the «uh-office or whether the balance retained 
by it is justified by its outstandings, the sub-postma^f must enter the 
total amount, of his liabilities every day in the place x rovided for the 
purpose in the s.-o. daily account. 

(2) If the account bag for the head office is despatched within the 
limit of the working hours of the day, the following additional entries 
should be made on the reverse of the s.-o. daily account, in the column 
for 'Remarks’, showing (a) the actual “cash in hand’’ and (10 the actual 
‘'liabilities’', i.e., the amount of the money orders, cash certificates, 
savings bank warrants, and acquittance rolls remaining unpaid, a quarter 
of an hour before the time fixed for the despatch of the account bag : — - 

JftR. A . P. 

Actual cash in hand at (hour) on (date) 

Actual liabilities existing at (hour) on (date) ... 

The sub-office account need not be made up during the day m order to 
'arrive at the amount of the cash in hand ; but the entry should be rn*d » 
after eimplj counting all the cash actually in the office at a quarter of an 
hour before the time for despatch, without verifyii g the amount 

606. Details of remittances received and sent.— Particulars of 
remittances received or sent, whether from or to the head office or other 
•sub-offices, should be entered in the place provided for the purpose on 
the back of the s.-o. daily account. 
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607. Details oi unpaid articles of the letter mail sent to head office 
as undeliverable.— 1 The unpaid articles of the letter mail to be sent to 
the Bcid office as undeliverable, should be separated into the following 
classes : — unclaimed, refused, redirected, misdirected, missent, and 
details of the articles should be entered in the place provided on the 
back of the s.-o dailj account. 

608. Details of postage received direct and taxed by sub-office. — 
He following particulars of postage received direct and taxed by the 
sub-office and its branch offices, should be recorded on the reverse of the- 
s.-o. daily account in the space provided for the purpose : — 

the total amount of postage due on article* received direct foi 
delivery ; 

the total amount of postage taxed by the '.lib-office ; and 
the total postage taxed by branch office* under the sub-office. 

Nou — litis rile does not apply to redirected articles v ith pjstage due received' 
from auother hub office under the pi o visions oi: rule 141 -.4 . 

609. Details of drawings from treasury. — (1) In the case of sub- 
offices situated at treasury stations, the amount placed at credit of the 
sub-postmaster, the amount drawn up to date from the treasury out of 
that amount and the balance should be entered each day in the place 
provided on the back of the s.-o. daily account. 

(2' If the account bag for the head office is despatched within the 
limit of the working hours of the day, the entries to be made on the 
reveivo of the daily account in the columns headed “To be filled up by 
sub-office at treasury station” should also shov the state of the funds 
at cicdit of the sub-office in the treasury, at a quarter of an hour before 
the time fixed for the despatch of the account bag. 

(.3) In the case of sub-offices not situated at treasury stations, the 
authorised maximum amount of cash that may be drawn from the cash 
office without reference to the head office, the additional credits placed 
by th° head office, the amount already drawn from the cash office, and 
the balance available out of the monthly limit or additional credits should 
be entered each day in the place provided on the back of the sub-office 
daily ncco'int. 

610. Remarks in s.-o, daily accounts.— (JL> Space is provided on the* 
back of the daily accounts for Ihe entiy of any remarks that may be 
necessary. Particulars of unclassified receipts” and payments copied' 
from the column for ‘Remarks’ in the sub-office account should b'e 
entered in this place, where the despatch of sub-office money order 
lists, memos, of unsold British postal orders in stock, s. b. memos., 
agreements signed by senders of parcels vith charges prepaid, docu- 
ments relating to cash certificates or parcel receipts sent <o the headi 
office with a daily account should also be advised. 
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(2) When the sub-postmaster has drawn any amount from the 
treasury by book transfer, the nature of the transaction should be ex- 
plained in the space for remarks on the back of the daily account and 
the amount so drawn should be stated. 

The amounts paid from day to day on account of pay and allowances 
should be charged at once to “Bills paid” on the date of payment, the 
No. of the acquittance roll being cited in support of the charge and the 
remark “Acquittance roll will follow” being made on the reverse of the 
daily account. The total of the payments made each day as well as the 
progressive total of all such payments should also be entered on the 
back of the daily account by the sub-postmaster. The signed receipts 
in form A. 0. G.-17 on which payments are made after the 10th of the 
month should be sent to the account office duly entered on the reverse of 
the daily account as vouchers for the charge on the date of payment. 
The receipt in respect of items remaining unpaid, with reasons for non- 
payment recorded therein, should be forwarded to the head office entered 
on the reverse of the daily account so as to reach the head office by the 
last day of the month to which the acquittance roll relates. 

(3} Whenever the cash balance of a sub-office, including the amount 
with its village postmen, is less than the minimum limit fixed for the 
purpose, the sub-postmaster should record an explanation for the same 
m the place for remarks on the reverse of the sub-office daily account. 

611. Requisition for postage and other (non-postal) stamps, etc.— 

If any postage stamps (including postcards and embossed envelopes) or 
other (non-postal) stamps or reply-coupons are required by the sub-post- 
master, he should enter the necessary particulars, i.e., the denomina- 
tions and value of the stamps or the number of reply-coupons required 
on a sheet of paper and attach it to the s.-o. daily account, noting the 
total \ulue ut the stamps requisitioned, thus : “Stamps and stationery 
Tts. vide list attached”, in the place for remarks on the 

back ot the s.-o. daily account. It will not be necessary to send cash 
with the requisition. When the stamps or reply-coupons are supplied 
by the head office, their value will be treated as a remittance from the 
head office io the sub-office. 

Note.— T his rulo governs the supply of non-postal stamps by the head office to its 
sub-otliues. 

612 Documents sent with s.-o. daily account.— The following 
documents are to be sent, in accordance with the rules applicable to 
them, with the daily account to the head office : — 

Sub-office money order lists, 

Sub-offic ( cash certificate lists, 

A s. b. memo., 

A list oi British postal orders paid, 


1 

^ with their accompaniments. 
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Memos, of unsold British postal orders in stock and of British 
postal orders sold. 

A treasury receipt or voucher, for money paid into, or drawn 
from, the treasury. 

Signed receipts for all inward foreign and inland parcels charged 
with customs duty. 

Agreement signed by senders of parcels with charges prepaid. 

The dailv accounts of the branch offices in direct account with the 
sub-office (in support of the item in the s.-o. daily account 
“Amount due from brunch offices”). 

Reply-coupons accepted in exchange for postage stamps. 

Acquittance roll. 

The signed receipts in form A. C. G.-17 and the receipts in respect 
of the items of the acquittance roll remaining unpaid, with reasons for 
non-payment recorded therein. 

613. Contents of account bag. — The account bag for the head office 
may contain — 

a daily account, and the documents accompanying it (see rule 
612), unregistered articles of the letter mail, paid and un- 
paid, which are undeliverable, and unpaid articles of the 
letter mail which are to be redirected; and 

a cash bag containing a remittance for the head office. 

614. Remittances sent through the post. — (1) If any remittance in 
cash or currency notes is to be sent to the head office through the post, 
the ca«li or notes should be enclosed in a cash bag in accordance with 
the directions of rule 27. The weight of the cash bag should be noted 
both in words and figures in the Remarks column of the s.-o. account, 
on the label of the bag, and on the back of the daily account, m the 
place for remarks, and it should be forwarded to the head office enclosed, 
in the account bag. 

(2) If a. remittance sent by post to the head office is not accompanied 
by the s.-o. daily account in which it is written off, an explanatory 
remark must be written for the information of the head office on the 
s.-o. daily account with which the amount is actually forwarded. 

Note. — It rural be distinctly understood that all the duties prescribed in this rule 
must be performed by the &ub-postmaster personally without any help from clerks or 
office inferior servants. When an account bag contains a cash bag, it must remain, 
after it is sealed, in the personal custody of the sub-postmaster until it is placed by 
him personally in the appropriate bag and made over to the carrier. 

615. Closing of the account hag. — (1) The articles and documents 
that are to be forwarded to the head office in the account bag, should be- 
placed by the sub-postmaster himself in the bag. The account bag 
should be labelled with a printed label, bearing the name of the hea£ 
office, and closed, sealed and despatched in accordance with the instruc- 
tions contained in Chapter 3 of this Volume. 
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(2) An account bag despatched on a Sunday or Post Office holiday 
should (ordinarily contain a blank daily account form on which the words 
“Sunday (or Holiday) mail” should be written. When an account bag 
despatched from a sub-office is due to be received in the head office on a 
Sunday or Post Office holiday, no remittance of cash should be enclosed 
■in the bag. 

Nora. 1 — It mast be distinctly understood that all the duties prescribed in this role 
must be performed by the sub-postmaster personally without any help from clerks or 
office inferior servants. When an account bag contains a cash bag, it must remain, 
after it is sealed, in the personal custody of the sub-postmaster until it is placed by 
him personally in the appropriate bag and made over to the carrier. 

616. Remittances through special carriers.— (1) When a remittance 
to the head office is to be sent through a postman, village postman, over- 
seer, or other subordinate, the amount should be made over to the carrier 
either loose or enclosed in a cash bag, in accordance with the method 
prescribed by the Head of the Circle. 

(2) If the remittance is made over loose to the carrier, he should be 
required to grant a receipt for the sum in the sub-office account. If the 
remittance is to be enclosed in a cash bag, the money together with a 
memo, giving full particulars of the remittance should be placed inside 
the bag, and the bag should be closed and weighed, in the presence of 
the carrier, who should be required to grant a receipt for it in the sub- 
office account, where he should himself enter its weight both in wordB 
and figures. 

(3) Whcnover a remittance is sent to the head office through a 
special carrier, the necessary entries should be made in the place pro- 
vided on the back of the s.-o. daily account, and the carrier’s receipt for 
•the amount should be taken in the place provided for the purpose. On 
the carrier’s return to the office, the sub-postmaster must see that a 
receipt for the remittance has been obtained in his book or diary. 

(I) In the head office, the cash should be counted by the treasurer in 
the sub-account clerk’s presence and a receipt for the sum should be 
given to the carrier in his book or diary. If the remittance is received 
in a closed cash bag, the bag should be carefully examined, weighed and 
opened and its contents counted and compared by the treasurer in the 
sub-account clerk’s presence with the entry in the memo, to be found 
in the bag. A receipt should be given to the carrier for the bag in his 
book or ‘diary, where the ascertained weight of the bag should be noted 
both in words and figures by the treasurer. 

(5) The amount received should be compared with the entry Li the 
s.-o. daily account in which it is written off, which will in many cases 
reach the head office before the remittance, and, if the entry is found 
correct, it should be initialled by the treasurer, so that it may be 
accepted by the sub-account clerk. Such remittances should be brought 
'to account in the head office on the dates on which they are actually 
•received. 
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(6) If a remittance of cash is shown in a s.-o. daily account as sent 
to the head office through a special carrier, the sub-account clerk should 
see that receipt of the money has been acknowledged by the carrier on 
the back of the daily account. 

617. Opening of account bags in the head office.— (1) The account 
bags received by a head office from its sub-offices will be made over by 
the mail or delivery department under receipt to the treasurer, who 
should carefully examine them. Each account bag will then be opened 
by the treasurer in the presence oi ihe sub-account clerk; any cash hag 
contained therein will be taken out by the treasurer, and the account 
bag with the rest of its contents will be handed over at once to the sub- 
account clerk. The sub-account clerk will immediately look through the 
s.-o. daily account and see whether any remittance is advised as sent to 
the head office in the bag just opened. If a remittance is advised but no 
cash bag has been received, the head postmaster will at once be sum- 
moned to the spot to make an immediate investigation. 

(2) The account bags or sealed cash bags sent loose received b> a 
head office from its sub-offices after the close of the day’s transactions 
should be made over to the treasurer by the mail or the delivery depart- 
ment under receipt, specifying the description of each bag and the name 
of the office from which it is received when the treasury is open for 
custody overnight. The treasurer should enter the total number of snob 
bags in column C of the head office summary (A. C. G-.-l). The total 
muni er of the bag's entered under column 0 of the head office summary 
should be checked by the postmaster by actual count of the bags in the 
custody of the treasurer. 

Such bags received after the hour the treasury is closed should be 
kept for the night securely locked up in the joint custody of the post- 
master and another official or in the joint custody of two officials of the 
office to be specified in the memorandum of distribution of work of lhe 
office. 

618. Opening of cash bags in the head office. — (1) When a cash 
bag is received as advised in the s.-o. daily account, the treasurer will 
weigh the cash bag and ascertain by reference to the daily account in 
the hands of the sub-account clerk whether the weight agrees with that 
•entered on the daily account. If there is any difference in this respect, 
■the cash bag concerned must be given unopened to the head postmaster, 
■who will open it himself and count the contents in the presence of wit- 
nesses. If the weight of the cash bag is found to be correct, it will be 
opened by the treasurer in the presence of the sub-account clerk, and the 
contents will be counted and checked by the treasurer with the entries 
in the daily acoount in the hands of the sub-account clerk. The entries 
in the daily account that proves to be correct should then be initialled 
by the treasurer in token that they may be accepted by the sub-account 
clerk. If the amount received differs from the entry in the daily 
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account, the head postmaster should be summoned at once to the spot, 
and the actual amount found in the cash bag should be written on the 
daily account by the postmaster and initialled bj himself and tli 9 
treasurer. 

(2) In the case of a sub-office which remits its surplus cash to the 
head office through the post and despatches its account bag before the 
close of business every day, e.g., at 2 p.m., it may happen that the remit- 
tances will reach the head office before the s.-o. daily accounts in which 
they are written off. If the bulk of the surplus daily collections of such 
a sub-office is usually paid in before the hour for the despatch of the 
account bag, the office will ordinarily be required to remit the surplus 
on the day on which collected, while the daily account for that day, in 
which the remittance will be written off, will not be despatched until the 
next day. In such cases, there w ill be an explanatory remark on the 
daily account with which the remittance was actually received, and the 
entry in the daily account in which the sum is written off, should be 
verified when that daily account reaches the head office. Such Remit- 
tances should be brought to account in the head office on the dates on 
which actually received. 

Note. — It must be distinctly understood that all the duties prescribed in this 
rale for the treasurer or the sub-account clerk, must be performed peiaonally by the 
official named without any help hom other cleiks or from any of the office inferior 
servants. 

619. Check of account items in head office. — (1) In the head office, 
the sub-account clerk should compare the account items “Postage due 
on articles of the letter mail received from h. o.” and “Cash received 
from h. o.” of the daily accounts, with the entries in the copies of the 
s.-o. slips on record and initial the appropriate entries in the latter. 

(2) The other account items should be verified by reference to the 
totals of the corresponding details entered on the reverse of the s.-o. 
daily accounts or in the s.-o. daily money order lists, lists of British 
postal orders paid, memos, of British postal orders sold, s. b. memos., 
or s.-o. daily cash certificate lists. As a further check, the postage due 
on articles of the letter mail returned as undeliverable should be calcu- 
lated and compared with the entries in the daily accounts; the items 
“Cash drawn by the sub-office direct from the treasury” and “Cash 
remitted direct to treasury” should be compared with the treasury 
vouchers a«nd receipts; the amount of postage taxed by branch offices as 
shown by the sub-postmaster on the reverse of the sub-office daJv 
account should be checked with the entries of postage taxed by branch 
offices as shown in the branch office daily accounts submitted to the 
head office; the items “Unclassified receipts” and “Unclassified pav- 
ments” and other miscellaneous items should be compared with the 
vouchers and documents submitted, and the totals and balance of each* 
dadv account should be verified 
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(3) The treasury vouchers and receipts and other Touchers and docu- 
ments should be carefully examined by the sub-account clerk to see that 
they have been duly prepared, signed, etc., and that they are admissible 
in support of the entries to which they relate, and they should then be 
made over to the accountant under receipt to be taken on the reverse of 
the daily accounts. The articles sent to the head office as undeliverable 
should be made over to the deposit clerk. 

(4) In the case of a daily account received from a sub office where 
one or more clerks are employed in addition to the sub-postmaster, the 
sub-account clerk should see that it bears the signature of a clerk as well 
as that of the sub-postmaster. Any omission in this respect should be 
entered in the error book and brought to the notice of the head post- 
master, who should report it immediately to the Superintendent? 

620. Check in head office of remittances between sub-offices under 
"the same head office. — (1) When remittances are shown in the daily 
accounts of a sub-office as received from, or sent to, another sub-office 
under the same head office, the sub-account clerk of the head office must 
watch to soc that the remittances are correspondingly shown without 
undue delay in the daily accounts of the other sub-office. 

(:i) Remittances exchanged between two sub-offices should be entered 
in the s.-o. summary on the dates on which the s.-o. daily accounts in 
which the sums are written off or acknowledged, are received and 
accounted for m the head office. If the debit in the accounts of the 
i emitting sub-office is communicated to the head office before the credit 
in those of the leceiving sub-office, or vice verscl, the debit or credit 
should be admitted on the date of receipt of the daily account ; but the 
amount in transit should be watched by the head postmaster also until 
it is cleared by corresponding credit or debit being communicated. 

$) If a remittance of cash is shown in a daily account as sent to 
another sub-office through a special carrier, the sub-account clerk should 
see that receipt of the money has been acknowledged by the carrier on 
the back of the daily account. 

621. TUvleUv arable articles to be examined. — (1) Before transfer- 
ring the articles received from the sub-offices as undeliverable to the 
deposit department, the sub-account clerk of the head office should 
examine them in order to check needless redirection or want of care or 
sufficient endeavour to trace the addressees on the part of sub-post* 
masters. He should also see that the .unpaid articles returned bavf 
been correctly entered under tlie several heads on the reverse of the s.-o. 
daily accounts. Every instance in which an article is treated as un- 
deliverable unnecessarily by a sub-office, should be brought to the notice 
•of the postmaster. 

(2) In the case of an article received from a sub-office as undecipher- 
able, the sub-account clerk should make every endeavour to decipher the 
name and address of the addressee before transferring the article to the 
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deposit clerk If the endeavour is successful, the name and addiees 
should be clearly tianscribed m English on the article which should then* 
be returned to the sub-office for delivery * 

(3) When mails fiom sub-offices are received at different horns, the 
sub-account clerk should, as each account bag is opened, immediately 
transfer ai tides for redirection to the deposit department, so that they 
maj be disposed of by the fust mail leaving iu the direction for which 
they are intended to be sent 

622. Sub-office money older journals and documents.— (I) For any 
date on which money order transactions are shown in the daily account 
of a sub-office, the sub-account clerk of the head office should see that 
the prescribed s -o daily money order journal or journals and ill the 
prescribed accompaniment are received from the sub-office If any 
document entered in a dnilv joum il uct ned im n a uh office is wanting, 
a note should be made by the sub- iccouut tleik on the journal undei his 
initials < 

(2) The daily money order journals and then accompaniments and 
any void money orders xecctved hom sub-offices should be made over to 
the money oidei clexk uudei lccupt to bt taken oil the levet-e of the 
daily accounts 

623 Memos, of British postal orders and Indian postal orders sold. 

—Whenever a s -o daily account shows silts of British j >sLal oiders oi 
Indian postal oiders, the sub-account cleric of the head office should see 
that the paesenbed memo, of postal ©ideis sold is leceived fiom the sub- 
office ui the lorm provided foi the purpose on the reverse of the “Memo 
of uusold po tal older 8 in stock at a sub-office” Tho memo should be 
made ovet to the money oidei cleih undei iec< lpt to be taken on the 
resets* ol the daily account. 

624. Comparison in head office of s. b memos with documents.— 

The del'll 1 -, givtu in tin s b menu dm ud ht t uupued m the head 

office w if It the s b doc i me tits uid vouchers ittached to them The 

sub-vc aunt clerk should check the document and vouchers invoiced in 
the s b memo and if am document or vouchet j- v mlmg he should 
make a note on the s b memo under Ins in tuls Tho - h memos 
and document-, should then he mule o l the -tv mgs bmk clerk 
under receipt to he taken on the lcveise ot its 1 nlv accounts 

625. Sub-office cash certificate lists and documents. 1 To 1 my 

date on which c tsh certilu itc tianstcM i •• m shoe i i 1% duly 

account ot i sub-office, the sub-account chub f tie 1 nl office should 

see that the preset ibed s -o duly c iMi ecttit i In! lists uid all the 
prescribed lccompiniments arc leccivul f im h -t h office Tf any 
document entered in a daily list leceivc d fi i -i h < ffi< e is v\ lilting, a» 
note shou’d le made hv tlu sub-»ecoun» ( krk v tin 1 st under his. 
initials 
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00 'Abe dam cash ceititnatc list* and then accompaniments received 
from fab*otftcea should ho made over to the cash ceitifk ill dark under 
receipt to taken on the uvorse oi the daily accounts 

626 Parcel receipts submitted by sub-offices. Umipts ior all 
inward foieign and inland pur els c turgid with uwtom duly which are 
delivered liorn suit cthcis v ill hr received fiom those oHio detailed on 
the mviiw oi it 8 o duly im units The leoipts should he made 
ovei it onu t> the menu it mi no (t to In ti ui on th duly 
aoounlo 


627 Agiocments signed by sendou t>! parcels wild changes prepaid. 
- The a,i runuti ‘l/^no I i! ml n of oiitwmi foro n pari els 
Oft wjwffi the customs duty nd ill u clut„cs lavi bon jrq ml in sub- 
oracra wiK be received I I till ollut nil c hoi t ti duly 

at count*' , and they Will In made ovci I the p ue 1 1 < h i k un ut iweipt to 
be taken o lh< teverse of the deity accounts. The jmntuiaster should 

f the stamps affixed to the form of 


sati 1 i In 

agre emeu! i < 

628 Adjusting it of l 
account ot a it lice hi 
wrorip, j l he i count i 
totalled u a in income t 
daily account oi it the cl 
amount should It e Utr 
eub-pOstn ’ t I si 
altered t v \ J lit 

i miy hi 

I should 


the d ui 
n u 

tin hi i 


t* 


i It him 
l 1 ti t oi 


wnltt n i u 1 ti d uly aiu 


u nu il n> I til uly 
I I n i out I it* j ft in d to bo 
Iht I i 1 coiinttivi Ic iitTHorteetiy 
I nu i I i c i I ton lit i it ' n the 

u biliiKc is mcoiioetlv stiticl the correct 
i III ut mts of the head ol/iee, but the 
it i ii d i > loted or 

h i \ i it tc pi i h i i ak si pay 
i n 1 tr entn tint mi Ic di covered tn 
o immune lol to <ht sub |ostinuster in the 
i<l in In lion if u< t uy I nv to 1 1 ust 
t I tbo it pmoi note shr ltd be 


i io tived trom the sub-oil ce and in the 
Uc marks column of the s o summity in o\pl nation of hie d fhuenco 
that there wilt lie between the balances acknowledged bv Utr so > office 
and thost sh »u am t i 1 fh c in the s -o Nummary 

<2 ' ill i I i 1 n Mm ice « id of v ill office 

bv tin n oi s v ii m 1 mk diputmint, will be runmumoited 

to the ul nut cleik In tin cUpirtiunt concerned, ind should be 
adjusted i i lince with the pioctduie describtd above 

(3) Ihr chi' tecount uvuved ftom a sub-office should never be 
returned for collection ot unis 


629. Entries m the a counts ot the head office of remittance* 
received — ( 1 1 flu lemit i t cc vod from sub-offices in account 
with the In id llieo houl 1 1 1 iichtul in tho h o summary and 
treasurer’s cash book on th i tui I dates of receipt, whether the M. 
daily accounts in which the am advised havo, or ham not, hem 
received. 
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(2) The amount of a remittance from a sab-office will be advised in 
its daily account, and the entry m the daily account will be copied m 
column 17 of the s.-o. summary on the date of receipt of the daily 
account. If the remittance is received before or after the receipt of the 
daily account in which it is advised and the amount of the remittance is 
not credited m the h. o. summary and the treasurer’s cash book on the 
day on which the entries in the duly account are copied in the s.-o. 
summary, the procedure prescribed m rule 6d0 should be followed 

680. Postage in transit from the head office to sub-offices, and cash 
and stamps u transit between the head office and its sub-offices and 
between sub-offices m account with the head office — (1) The amount 
of postage due on articles of the letter mail sent from the he id office to 
each of its sub-offices will be shown against the name of the sub-office 
in columns 29 and 30 of the s -o smnmiiy unhl it is acknowledged by 
the sub-office m it dul\ account In tho same manner, the amount of 
a remit! trice in c mb or stamps m transit from the fc*«4 bffi# to fit* «f 
the sub-offices, or from one sub-office in account with the head office to 
another sub-office alto m account with the head office, will be shown m 
t am 81 of the b -o nimm iry until it is tcknowltd «d the retelling 
otfn e Tho items oi unpa d postige ta h and «( imp remitted on the 
previous day or days should ho re nit cud m ltd ink 

tl) A it ault mo to a lit id tilio 1mm one ot it« mb offices, if 
received bt fore tlu dulv account m v Inch it i« advised, will bt credited 
m the h. o summary and ui the treisnra s c ish book m the manner 
proscribed in rule 629 md will ilio lu shown in column li of the s.-o- 
summary as a minin tntiy until the dull imuiit m which the remit- 
tance is advise 1 is tut ved md »o| 1 nt » tli s -o summary A remit- 

tamo to a sub office trim moll < i ul tu * in account with the head 
oflio , if ickmmltd tlb tit is i sul office he foie the dailv 
u< ml I Hi 1 pn n, uli s t util \ il* a* > b shown as 
n ii nu tn i l i i. I l of the 

mi i is < d r m 

lh< tut t i n Inn n " of ihe s o. 

summaiy r lhe mt bihure thu i * und slnuld be tnnsferred to the 
pot a ast t r s 1 du ct 

tl V mu il it trci » sub 1 1 i i d li id dtuc not received 

bet icni \\ i i i s < mi i sin I t ids isc d ill bo shown m 

u i ii si I i h ill true m it in t from the 

Hi 1 jffi t( l It 1 

(ti i i I i t i s i 2> tn '1 ([ i u taimmary 

reprosen i I it t i I i|mii n si'l be transferred 
to tho po Im i-tti' llutt sheet 

(*}) l nj ud | ost i o due cm i ti ies oJ tlu litter mill redirected from 
one Huh I iti 1 1 oil < r liudei tlu s mi hi id offiit should be treated m 
the* Bame was is i uuuttnmo 1 1 i i h fn n one sub office to the other. 
In othei tvotds tl t tuiount o' j t f-ti h i due on articles redirected by one 


4ftaj>. 10 J 80 b*accounj 0 [630430 


sub-ofBoe to another should be t uteri d m column 17 or & of the «.<o. 
summary, as the two may be, and amounts in transit should bo shows 
to deled in column U until they iro acl now lodged and adjusted To 
thee* special entries, reivtmg to postage due, made in the s o summary 
the letter P should In pitlu d in oidn to distinguish then from the 
entries ulating to u tu il <a li and it nup? made in the same columns of 
the s -o suuiinip 

(6) If (he pod m luc on in tu lei of the It tt< t mail despatched on any 

ds\ from the haul otiue to om ol il i ub offices, oi u lotntt&nce 'in 
c iih or it imps) stntcn uiy di> i no (ht he nl ilh e I o d Us sib- 
oflicee, is ac know it d h 1 m ti dulv ju count rtuivtd Iron tht sub office 
and copied u to the o u an u\ m tiic m diy, the amount of tie 
postage due oi oi th n mitt uk u il not be m tiaimit and should no> 
W 18 any oi tho ti unit column i of tin s o lumum 

(7) Entries in column dt oi tin « i summary should bo made per- 
sonally by the lie id |>mt master, and should be initialled by bun on the 

d tv tlu t r I 

681 S.-o til./ i i tt to iifKtl into *■ -n aummtry. - (1 1 AH 
the tntnos umki K u[ ii I i mu n tic o numuia j 
(iortn A ( ii 1) vnd tlu optima and dosing buhuces will be copied 
from the * o duly an unit i ti «d t uh day exactly as they stand in 
tlu latter unlcsi the it ate mimiest tirots in any of the daily accounts, 
in which case (lie ptoudno prt cubed in rule 628 should be followed. 
The entries undo i < t j is ind Payments’ m the several columns 
of the sou all 1 i 11 1 duly ind the totals should be 

tt unsferrtd t 11 lit d lfi<e < a'*h ook 

(2> 11 diriiy # icc omits mould bo stamped and signed by the sub- 
account c It j ind ifit t they lave bun examined and signed by the 
bead posiw tu, the build lv hied m a daily bundle. 

(d) In the ciso ot a sub-ottuo which is not m daily communication 
by post with the he id office w itfi which it is m account, no entry of ita 
tiansactioni should be madam the s -o summary except on the dates of 
despatch and lecetpt of tlm mails , but the last closing balance should be 
earned mer a I ! ou I f ton ml fr irri dr\ to diy till the next scconnt is 
ret i d. 

ix no, —Tit tinwaitions of sub afftu s during the dosing days of Mush, 
whu i not lr i led lti tlu 8 o fummar) ior March should be entered in a seppk* 
mental v s o umnuuy for March and not m the ordinary s o summary tot AprfL 
As hx as tie s u hit ac omits oi U t Mat March have all been received 1st ti* 
bead o’^e, the sippl mental y s o summary should be dosed 

632. Examination of balances by head office.— (3) The sub-aoocrani 
clerk of the head office must p ly special attention to the balances held 
bv subotdir etc offices, as detailed m the daily accounta received. Tbs 
bead office will he furnished with i memo showing the maximum anS 
minimum hi lances to be held m cash (mcludmg the amounts doe from 
village poBtmen), and the maximum to be held in postage and other 

•ft 
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stamps, by each sub-office in account with the head office, and by each 
branch office in account either with the head office or any of its sub- 
offices. The sub-account clerk should see that — 

(o) the balances sanctioned for each sub-office itself, 

(b) the aggregate of the maximum cash and sininp balances 

sanctioned for the branch offices in account w ith each sub- 
office, and 

(c) the daily average amount of postage due on articles of the 

letter mail in deposit in each sub-office (lining the preced- 
ing month (as noted jn the column for ‘Berniks’ of the 
s.-o. summary for the last day of the preceding month), 
are correctly entered by the sub-postmasters in their daily accounts, and 
compare them with the balances actually m hand. He should check the 
total of the Lunch oltuc balances not< 1 tn the «\-o, daily accounts, see 
that the amount due from In am h office-, is acknowledged by the branch 
offices and initial tite t i il m to! on ol having earned out the check. 

(tij Owing tu tin jc hung postage and casfaic tftagltflo rafife 
offices, it will generally happen that the total of the hi (inch office 
balances differs from the amount entered m the* ,1 fit . ( < „nt as 
“Amount due from branch offices’’ hut pwrvnled tint ' d / u net is 
not considu ihle - not moie than H*. r >'i — tin h] i < r > dad maybe 
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ft j t 
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R \01 — 





(«i the cash h: 1 icc ol a -n 1 

1 

* ill 

am unit with 


its ’villnue postmen, i. Ml m <vi--.s ol *h maximum, or 
(m less than the minimum, limit b\ C > ii ,* purpose, or 

(b) tho balances field in stamp*, m icj.n r- *ti bv postage due 
on articles of the letter mail in il< posit ire largely in e-cess 
of the fixed maximum limit, or the daily average bn the 
preceding month, respectively, or 
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(o) the total of the cash and stamp balances held by branch 
offices is in excess of the aggregate of the maximum cash 
and stamp balances fixed for those offices, 

the head postmaster’s attention should be drawn at once to the irregu- 
larity, and the daily accounts concerned should be placed before him 
for orders. In cases (o)(t) and (e), the sub-account clerk should see 
that a memo, (in the prescribed form) containing an explanation of the 
irregularity is received with the daily account from the sub-postmaster, 
and this memo, should be made over to the head postmaster with the 
daily account. 

(4) Ordinarily, the head postmaster will examine and sign the daily 
accounts the morning after they are leceived, but when they are placed 
before him for orders under the cneumstanceo mentioned above, he m 
rtfafiftif fb dispose of them at once. Whenever the order passed by the 
head postmaster is that the surplus cash held by a sub-office should be 
remitted by it, the order should be communicated to the sub-office w 
the next s.-o. slip sent to it. 

<>) In carrying on! the t*iu.„us » i-nibed m this rule, the sub- 
account clerk should also soi ih.il U o > .1 ti. i j c i \.th the 
sub office are not permitted to hold balances be , i no lie umib (inscribed 
by the Superintendent. 

038. Action to be taken by head postmaster on inegulauUes in con- 
nection with sub-office balances.— (1) The following action should be 
taken by the head postinasioi m each o f the cases referred to in para- 
graph (3) of rule o&J - 

(a) /» case («) (/). — lfe -.irmld person ill, mt\ . tar 

possible, the entiles in the “Memo of leasons, etc. , 
before accepting the explanation given as '-atisfaetory, and 
forv ml tin memo, to the Snpci intendeiit at once after 
lecordiug hu remarks on it, and signing it. 

As the fiist lliiee items of (he memo, showing the Nos. and 
the total amount of money ordexs, s. b. warrants and 
acquittance rolls remaining unpaid, can bo checked m 
t i.. u. l,i * t Ike ,u .-office, the head postmaster should, 
.tc he li* it iiat a suh-j i^tm ur has been lie- 

qucihlj oubimttinn these memos, with entries of lai ge 
lOKunls against tlippe items, specially draw tlic attention 
of the i-’uperintendent to the fact. 

As regards the lomuuung items of the memo., the head post- 
master should satisfy hiimelf as far as poi-silde as to their 
correctness. For example — , 

lit the entries of balances at the top of the form should agree 
with those shown in the s.-o. daily account and in the 
memo, of authorised balances ; 
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(») the entries against items (4) and (5), showing cash received 
on account of money orders and s. b. deposits too late to 
be sent away the same day, can partly be verified by the 
head postmaster's knowledge of the hours for the trails 
action of money order and savings bank business at the 
sub-office, and of the time for making remittances to the 
head office, cash office, or sub-treasury, and also by 
seeing that the Nos of the money orders are in conse- 
cutive order ; 

(tti) the cutty against item (6), showing the total amount of 
cash received fiorn branch offices and other sub-offices 
too late to be sent away the same day, should be 
by means of the daily accounts of the offices by which 
the remittances were made, and with reference to the 
hours at which remittances fiorn those offices ore usually 
received at the sub-office by which the memo, has been 
subin ttpd ■ and 

(ft?) as u , d i »h* n mat Its against item (7), explaining *%the8 
ioabons” for exceeding the rotBritffi am cash balance, the 
head postmaster's local knowledge will usually enable 
him to satisfy himself as to the correctness of the 
explanation. 

(b) In cases (a) (u) and <b ). — The head poafmi3ter should bring 
the mnttu tr> the notic, of t 1 1 S ipermtemlent by a special 
report mile r the lormei i« satisfied with the reasons given 
by the sub-postmaster on the reverse of the sub-office 
daily account as regards (a) (ii). 

So far as u sub-office itself is concerned, the “Memo, of 
reasons ttc.” is intended to be used by the sub-post- 
mastci only when the cash balance of his office is in excess 
of the maximum limit fixed for that purpose. It is of 
special importance, therefore, in case (b) that the reports 
herein prescribed should be promptly submitted to the 
Supp* i '•end-nt to eauHo 'um, ’ r i c rjsarv. to i> ivc an 
enqirn,* mac> at the sub-office m order to satisfy himself 
that the sub-postmaster has not boon retaining excessive 
cash balances while showing the excess under th< head of 
“Stamps" or ‘Postage duo on r > he! o'- «.* ihc lei &r mail 
in deposit”. 

The “Memo, of reasons, etc.”, for excess cash balances m 
branch offices which are under the administrative control 
of the Divisional Superintendents, should be sent to the 
Divisional officers concerned for sctu’mv and any action 
that may be considered necessary. 

In ease (c). — The head postmaster should personally verify the 
entries on the reverse side of the memo, before accepting 
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the explanation as satisfactory and forward the memo, to 
the Superintendent after recording his remarks on it and 
signing it, 

(2) In examining the daily accounts received from sub-offices every 
day, the head postmaster should compare the balances actually held with 
the balances authorised, in the case of the daily accounts that have not 
already been signed by him. He will be responsible for maintaining a 
check over the balances held by his sub-offices and must pay the greatest 
attention to this point and strictly carry-out the duties laid down in this 
rule and rule 682. 

> harrying out the checks prescribed m this rule, the head post- 
master should invariably refer the memo, of authorised balances supplied 
by the Superintendent, and also see that the branch offices in account 
with the sub-office are not permitted to hold balances beyond toe Hmtty 
prescribed by the Superintendent. 

684. Receipt of monthly copy of the sub-office account in head 
office. — (1) In the head office, the bub-account (Jerk should see that 
all the monthly copies of sub-office accounts are received on the 1st of 
the month, that the entries contained in them embrace the period 
covered by the dates of the s.-o. daily accounts received in the head 
office from the first to the end of the month and that all the entries, 
statistics, etc., to be filled in by the sub-postmasters are complete 

(2) The copies of the sub-office accounts should be signed and 
stamped by the sub-account clerk on the date of receipt and made over 
to the head postmaster. 

(3) The head postmaster is required to see that the monthly copies 
of sub-office accounts are received punctually, and must sign, stamp and 
forward them without delay to the Superintendent. 

(4) The daily average amount of postage due on articles of the letter 
mail in deposit during the month should be calculated by the sub- 
account clerk and noted in the column for ‘Remarks’ of the s.-o. 
summary for I he hot da> if the month againct ilie name of the sub- 
office concerned. 

Part 1IL- Transactions with branch offices and vihlaoe 

postmen. 

Despatch of mails to branch offices. 

686. Oontents of b. o. bags.— (1) A b. o. bag sent to a branch office 
by its account office must always contain a b. o. slip (Form Pa.-4) and 
It may contain — 

unregistered articles oi the letter mail, paid and unpaid; 
registered articles of the letter mail with, (in the case of branch 
offices doing independent registration work), a registered 
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paiccl mail articles with, (in the case ot branch officer doing 
independent parcel work), a parcel list; 

money orders for payment ; 

Butish postal otders: 

Indian postal orders: 

savings Lank pass-books and other savings back documents, 

cash certificates and connected documents: 

a cash bag containing cash (including postage and non -postal 
stamps and reply-coupons) ; 

account olfice receipts (or the seudeis of value-payable and insured 
articles of the letter and parcel mails and for the remitters 
of money oiders. 

The ub-accoimt clerk will i cm liom the deposit and sorting 
(1 ‘panniuii- mm, tered article*- ol the WttoMDM# 
branch oftiues in duect account with the ttflj&hi III would Impress these 
articles on the beck with the d&te*st*ttip and then sort them in accord- 
ance with the village sorting list. 

.Nora-Sec tie Noli to rule 80 

( 3 ) The subauui'iil clerk will al t loocvo, for despatch to branch 
offices hi icp k id n i ui^ ueu aiinie> ui the letter 

mn»l with ieg k i h i im. -j t blanch oilices vvluch pt i form 
i :gistration woj x mdqendcntl}) liom the registration clerk, under 
leceipt to be gianted in the icgistererl ihstnut, oi in the legistered 
abstract and ie ider < ' .-p i 5 \ed. the <. i-,c rosy be; (5) 

1 Oi mu utic'e 1 1 puce' h IK i of blanch offices doing 

l in pendo’k putel ' u 1 1’oin th-> p,i\»1 cloik, under receipt to be 
gi kd ip the paic i’ met or ic^isler of v.-p articles received^ (c) 
n mi 1 ’ for p l u nr liom the mi'noy order clerk, under receipt 
r .im 1 na 11 c<_o *er ol mono* ordcis ic’chcd; (d) savings bank 
] is'-liooks and ol ’ 1 ■■ tem mm flm .avium bank 

c ruder re o o ' uiuv m the savings bank clerk’s receipt 
boO\ and f > c. sh certificates from the cash certificate clerk, under 
recemt to 1 c ’ v ted in the rash certificate clerk’s receipt book. In the 
< ) b, m 1 ciijc's \hich hove K en doomed of the power to do 

> at ‘tide; 1 i girtulio md p.uccl work, these articles, documents, 
t , \u' ’■'o he arc* nil 'nfed u,> i. c .stered lists, parcel lists, or s. b. 
Sn^ - an i ’’ op sent to the branch offices entered in b. o. slips. When 
th st nia-^ oider-. the remittance of cash or stamps to a branch office 

in h he £ ist, he will write his ordei regarding the remittance on 
1 lie i o da’, account unless he is himself performing the duties of 
k - *oont till and treasurer : this order should be shown as soon as 
possible to the treasurer by the sub-account clerk, and the treasurer 
shun! be leuuired to initial it in token of having seen it. Where the 
bmi ch office daily accounts of the day are not available for the snb- 
nost’naster’s orders reffardincr remittances thp orders recorded bv the 
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sub-postmasters on the last branch office daily account should be copied 
|by file sub-account clerk in the ‘Remarks’ column of the branch office 
gfummaiy and attested by the sub-postmaster, and any further orders to 
be issued the next day for supplemental remittances should be made by 
&& sob-postmaster in the ‘Remarks’ column of the branch office sum- 
mary, below the former entries and the initials of the treasurer obtained. 

(4) When insured articles have to be sent to a branch office, they 
should be enclosed in the b. o. bag in the presence of the treasurer who 
should satisfy himself that all the articles entered in the b. o. slip, or 
registered or parcel list, as the case may be, are enclosed, that the condi- 
tion of the articles is good and that their weights are conect The 
treasurer should initial the document in which the articles are advised 
in token of having earned out these checks and the sub-account clerk 
that the document is initialled by treasurer again°t the entry 
of the weight <3# each insured article. The b. o. bag should then be 
sealed by the sab-4oeou&t clerk m the presence of the treasurer, who 
should himself transfer it for despatch to the mail dark, or, in the case 
provided for in the Exception under rule 688, to the sorting clerk. 

(6) British postal orders and Indian postal orders to be sent to a 
branch office on a requisition received fiom it will be made o\er, under 
receipt, by the money order clerk to the sub-account cleik and the lattei 
should enter particulars of the orders on the b. o. slip for the branch 
office. 

(6) It must be distinctly understood that all the duties prescribed in 
this rule must be performed personally by the sub-account clerk or 
treasurer, as the case may be, without any help from other clerks or 
from any of the office inferior servants. B. o. bags ’'Inch do not con- 
tain any remittance or any insured article may, however, be closed and 
sealed by an inferior servant in the presence of the sub-account clerk. 

Exception. — In the case provided for in the Exception under rule 638, the paid 
unregistered articles to be sorted by the sorting clerk will not be made over to sub- 
acoonnt clerk and will not be enclosed in the b. o. bag. 

Non 1. — When the sub-account clerk is the mail clerk of the head office, the 

C idnre prescribed in role 601 (5) should also be followed with regard to fa. o. 

and the prescribed information should be sent to branch postmasters is .the 
same maimer as to sub-postmasters. 

Non 2 — Telegrams for delivery from a branch office which is i.rt authorised to 
perform registration work independently should be sent along with forms of receipt 
to be signed by the addressee duly filled in (see rnle 112). 

636. Mode of sending remittances to branch offices.— (1) If any 
remittance in cash, currency notes, postage or other stamps, or reply- 
coupons is to be sent to a branch office through the post, the following 
procedure should be followed : — 

The b. o. bag when ready to be closed will be taken bv the sub- 
account clerk to the treasurer together with all the articles 
and documents for despatch. The cash or stamps or reply- 
coupons to be sent to the branch office should then 
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enclosed in the cash bag by the treasurer in the presence 
of the sub-account clerk who is not required to count the 
cash or stamps but to see that the remittance is actually 
enclosed in the cash bag by the treasurer, and the >'sJL 
bag should be closed and sealed by the treasurer, also in 
the presence of the sub-account clerk, with the cash seal 
with black sealing-wax, which should invariably be used 
for the purpose of sealing cash bags. After the cash bag 
has been closed and sealed, the sub-account clerk should 
himself weigh the Bag and enter its weight both in words 
and figures on the label of the bag and also on both copies 
of the b. o. slip and have these entries of weight attested 
and initialled by the treasurer. The entry of the remit- 
tance m both copies of the slip should also be initialled by 
the treasurer. The closed cash bag will then immediately 
be placed by the treasurer in the b. o. bag in the presence 
of the sub-account clerk, and the sub-accopnt cferk will at 
once close and seal the bag with hiaseiM 
presence of the treaeuaa?, who wtfl swfein the hag until the 
proper time arrives for its transfer by him, under receipt, 
to the mail department or, in the case provided for in the 
Exception under rule 638, to the sorting department. 

(2) The duties mentioned above must be performed personally by 
the sub-account clerk or treasurer, as the case may be, without any help 
from other clerks or from any of the office inferior servants. 

(3) The remittances may also be sent to a branch office by a special 
carrier, according to the procedure prescribed in rule 597, the carrier's 
receipt being taken in the treasurer’s cash book and a remark showing 
the mode of remittance should be written on the b. o. slip. 

A. fn sub-offices, the carrier's receipt should be taken in the b. o. 
summary. 

.637 B. o. slips. — (1) A b. o. slip prepared in form Fa. -4 should 
be sent every day by the account office to each of its branch offices, 
enclosed in the b. o. bag. The b. o. slip is intended for the following 
entries : — 

Amount of postage due on unpaid articles of the letter mail sene 
to the branch office. 

Amount, with details, of cash (including postage and o f her 
stamps and reply-coupons) sent to the branch office. 

The balance (in words and figures) of the last b. o daily account 
received from the branch office and accounted for in the 
account office. 
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Particulars of articles, documents, account office receipts, etc., 
and postage and other stamps sent to the branch office 
including, in the case of insured articles, the weight of the 
article and the value for which it is insured. 

Instructions and other particulars. 

(2) The b- o. slips are to be prepared in duplicate by meanh of car- 
bonio paper. The pencil copy should be kept on record in the account 
office, and the carbonic copy should be detached and sent to the branch 
office. Both copies should be signed by the sub-account clerk and 
stamped with the name and date stamps. The forms of b. o. slip will 
be <MhI together in books, and each book will contain 50 serially 
numbered sets of the form in duplicate. A separate book may be kept 
for each branch office, or all the b. o. slipe for issue each day may be 
prepared on the forms in thS same book, as may be found convenient in 
each account office. 

688. Closing of bags for branch offices.— (1/ The paid ana unpaid 
unregistered articles of the letter mail should be tied in separate bundles 
and placed in the b. o. bags for the respective branch offices. The 
money orders, the receipts, and all the other documents for each branch 
office should be enclosed in an envelope, with the b. o. slip in which 
they are entered, and the registered (including insured and v.-p.) articles 
of the letter mail (with the registered list, in the case of a branch 
office authorised to perform registration work independently) should be 
tied in a bundle; this envelope and bundle should be placed in the b. o. 
bag. Parcel mail articles with the relative parcel lists should be placed 
loose m the bag. 

(2) Each b. o. bag should be labelled with a plain manffla tag label 
bearing an impression of the name-stamp of the branch office. The 
words “B. 0. bag” should be written in manuscript on the label and 
the bag should be closed mid sealed with the sub-account seal, where 
applied The closed b. n. bags should be made over under receipt to 
h j mail nr sorting elcV. m the e.)..e may bo, for despatch. 

l&ttKfnoN La any office m whitL the postmaster is a*aisiea by on* or more 
deiks, and in vl sot f hi* *ur Tram.li office has to be done by a clerk at night to 
enable thf b o ba* to be di smithed before daybreak the following proof Jure should 
Tie followed .—Tit b o bag c’i *d by the subaccount clerk with the sfct-nrcoimt seal 
should not an'/ f w/jtitercd aiHcha of the letter mad for the branch office 

and it should be nndc over, unde’* receipt, to the sorting clerk instead of to the Huai} 
clerk. The sorting cltrk should keep the bag locked up in a strong bog tffi tbs 
t ? m> f" the despatch of the mail, when it should ,be enclosed, together with all 
the paid unregistered articles for the branch office, in another bag, and this second 
bag *hn Id then he sealed with the sorting clerk's date seal ana despatch like aa 
ordinary b. o. bag 

Nora.—' Registered and parcel lists for branch offices which perform reg istlbt tto 
work independently are due documents, and should be sent daily to the branch Mm 
by the office with which they are iu direct account, whether or not any reg iste re d 
articles of the letter mail are despatched to them from that office. / 
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A . In sub-offices, the Superintendent’s sanction must be obtained to 
the introduction of the special procedure prescribed in the Exception to 
this rule, as a sub-account seal is not ordinarily supplied to a sub-office. 

Receipt of mails from branch offices. 

63d. Contents of b. o. bags received.— (1) A b. o. bag received by 
an office from a branch office in account with it may contain — 


paid and unpaid unregistered articles of the letter mail, ported 
or returned as undeliverable; 


registered (except v.-p.) articles of the letter or parcel mail with 
the relative registered and parcel lists; 


v.-p. articles of the letter or parcel mail, posted or returned 


i 


undeli\crable; 

parcel mail articles posted o? returned as tmcleliverable ; 
money orders issued : 
monev orders paid ; 
monej oiders returned unpaid, 

s ivin’s i mk pass-books and other savings bank documents, 


as 


cash certificates discharged and connected documents; 

receipts signed by the addressees of registered articles of the letter 
mu! and of registered parcels of all classes delivered; 


a cash bag containing a remittance ; 

repl "-coupons accepfbd in exchange for postage stamps; and 

British and Indian postal enters for payment and paid British 
postal orders. 


(21 The b. o. bag must always contain a b. o. daily account filled m 
by the bunch office ; and, in the cn«e of a branch office which performs 
registration work independently, a registered bag or a Nil registered list. 

(3) The b. o. bag closed on the 1st of each month must contain an 
abstract of the monetary transactions of the branch office for the pre- 
ceding month in form 3?a.-7. 


The account office is required to see that monthly copies of branch 
office abstracts are received punctually and forwarded with remarks, if 
any. without delay to the inspector in one cover. 

Exception - — S ee Exception below rule 79 
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640. Opening of b. o. and cash bags.— (1) The b. o. bags received 
will be made over, under receipt, to the treasurer by the mail or delivery 
department, and he should examine each bag and open it in the presence 
of the sub-account clerk. Both these officials must satisfy themselves 
that all insured articles entered in the b. o. daily account have been 
received, that their condition is good and that their weights are correot, 
and jointly initial the document in which the articles are advised in 
token of having carried out these checks. The sub-account clerk should 
also see that no insured article has been insured for a sum in excess of 
tile prescribed limit of value and if any irregularity is detected, he 
should bring it to the notice of the postmaster. Any cash bag contained 
iq, tine b. o. bag will be taken out by the treasurer, and the b. o. bag 
4m& r$k* rest of its contents will be handed over at once to the sub- 
account filed*. The sub-account clerk will immediately look through the 
b. o. daily account end see whether any remittance is advised as seat to 
the account office in the bag just opened. If a remittance is advised butt 
no cash bag has been received, or if there is a dusareptocy between the 
amount advised and that actually received, the postmaster will at once 
be summoned to the spot and will make an immediate investigation. 

(2) Cash bags received in b. o. bags should be examined, weighed, 
and opened, and their contents should be counted in accordance with the 
procedure laid down in rule 618. 

(3) It must be distinctly understood that all the duties prescribed in 
this rule for the treasurer or the sub-account clerk must be performed 
personally by the official named without any help from other clerks or 
from any of the office inferior servants. 

Non L— If the duties of the treasurer and the sub-account clerk are performed 
by one and the same official, the branch office bags and cash bags 'will be opened, if 
and when possible, in the presence of any other official selected for the purpose by 
iho Superintendent. 

Nora 2.— See paragraph (2) of rule 617. 

641. Check and disposal of cash remittances. — (1) Remittances 
received from branch offices by post enclosed in cash bags, should be 
compared with the entries in the b. o. daily accounts in which they are 
written off, and dealt with according to the procedure laid down in role 
618. 

(2) Remittances received from branch offices by a special carrier 
should be dealt with according to the procedure laid down in rule 616. 

(3) If a remittance of cash is shown in a b. o. daily account as Sent 
to the post office through a special carrier, the sub-account Clerk should 
see that receipt of the money has been acknowledged by the carrier on 
the b. o. daily account. 

642. Check of b. o. dally accounts.— (1) The entries against the 
items "Postage due on unpaid articles of the letter mail reoNVtssff tram 
the account office", etc., and "Cadi received from the account office", 
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etc., should be compared by the sub-account clerk with t ha entries it 
the pencil copy of the b. o. slip on record and he should initial the 
entries in the latter in token of having carried out this check. 

(2) The entry against the item “Postage due on unpaid articles of 
the letter mail returned as undeliverable” should be Checked by calcii- 
lating the postage due on the unpaid articles returned. 


(3) The sub-account clerk should verify the entries against the othei 
account items with reference to the totals of the corresponding details 
on the reverse of each b. o. daily account. He must also verify the 
totals and balance, and see whether the balance held by each branch 
office is within the limits fixed for the office. Every case in which an 


excessive balance appears to have been retained should be brought to - 
the notice of the postmaster, who should report it to the inspector j 
and the correctness of the liabilities exhibited by branch. j poatmABtfy a 
in their b. o. daily accounts should also be . f regueBtixJi^Hp' 


to the register of money orders b 


inaccuracies or 
warrahti of'ffiS 



articles should be reported to "the 


inspector or Superintendent, as the case may require. 


(4) The b. o. daily accounts should be signed and stamped by the 
sub-account clerk and after they have been examined and signed by the 
head postmaster, they should be filed in a daily bundle. 


648. Disposal of contents of b. o. bags.— (1) All articles, whether 
paid or unpaid, registered or unregistered, received in b. o. bags should 
be impressed on the back with the date-stamp before they are made 
over, in accordance with the following instructions, to the officials con- 
cerned. As regards unregistered articles of the letter mail received from 
branch offices, the unpaid station articles should be made over to the 
postmaster, the paid station articles to the delivery clerk, the articles 
(paid and unpaid) returned as unreliverable to the deposit clerk, and all 
ether articles to the sorting clerk. 


(2) Registered (including insured and v.-p.) articles of the letter mail 
posted in branch offices, the registered bags or Nil registered lists froip 
branch offices which perform registration work independently, as well as 
registered articles returned as undeliverable, and the receipts signed bv 
tbs addressees for the v.-p. and, (in the case of branch offices not per- 
forming independent registration work), insured articles delivered, 
should be made over to the registration clerk. 


(8) Parcel mail articles (including insured and v.-p.) posted in branch 
offices, with, (in the case of branch offices which perform independent 
registration work), tne registered parcels or Nil parcel lists, and, (in the 
case of v.-p. articles), the form of v.-p, money orders filled up by the 






.senders, m well as and, (in the cage of b)CM*6 ; 

I to perform ia«te|Bmdent r^ifftration work), 
as undeliverable Should be made over to the parcel 
9 laid down in role 644 being followed in the case 
les delivered, - , ; . . ■ *. . 

(4) Money orders for issue, money orders paid and thosereturnaS 
paid, -and postal orders sent by branch offices for issuing ah order of 
leak, should be made ovesr to the mpney order clerk* T. m. os, JiE 

over io'lhe money, order clerkwith 



i|Sg5E&& 



cost of the 


gs bank documents,' t'.e. , index^cards, applications for 



be dealt 
( 6 ) 

posted in branch offices not authiSll 
dependency of their, account office, and the money orders 
should be made over to the registration, parcel or money order clerk 
.concerned in exchange for the receipts for the senders oat of the regis- 
tered journal or book of money order receipts, and until such articles 
can be conv^^Cy taken oyer and actually booked by the clerks eo»- 




sub-accoant 

is* “ 



should remain -Sht 
other registered aiticlesr 

orders, documents, etc., received from~”branah' 
acknowledgments of the clerks to whom they are transferred shoOlff 
taken on the reverse of the b, o. daily accounts. 

ExcwnoN.— See Exception below rale 78. 

Nora, — Undecipherable articles received from branch, 
with, in accordance with the procedure laid donra ha rule i 

641. Disposal of v.-p. articles recdTpts.- 
articles deKw ra d ^ by 

'particulars 'of the transactions _ . 

accounts. The sub-account clerk will examine these entires mT®#; 
daily accounts and satisfy himself that in every case the correct amount 
has been credited in the b. o. daily account. He should then initialjt® 
v.-p. article receipts and make them over to the registration 
clerk under receipt which should be taken on the b. «. daily ^ 

645. Check of branch office serial Nos, — (1) The snb^M^^I 
should see that the Nos. assigned by branch offices to 
which account office receipts are granted run in a conseo^fee series &gps 
1 to 100. fear each branch office. Sbr this . 

index, in the prescribed form, of ®e first and last,* “ 
the reverse of each b. o. daily account, under 4 

i® 
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account, so as to have a ready means of ascertaining whether the first 
serial JNo. next communicated follows the last previous one conse- 
cutively. * 

(3) If any spoiled receipts torn out from the bunch office book of 
receipts are submitted, they should be made over to the postmaster, who 
will forward them to the Superintendent. 

Note 1 — When a blanch office is con vu Led into «i *>iib oIIju <.r w an it is closed, 
the book of receipts, in use in the bianch oifice, will be c uit to tli account office, 
When the unused xueipta will be exaimn il nul lli n rumd \ Hit i I* lompan&on 
with the md x maintained under this xule l he 1 xk will U kept m the account 
office until the next inspection of the office, vhon Uu u pint mg ofhcu will peisonally 
destioy the unused uscupts and note tliur Nos u t e oid link 

Note 2 --On the abolition of the appomtm* nt attached to a branch office ot a 
village postman or a mail peon authorised to book registered articles, the book of 
receipts m 3us u c will be sent to the Account ofhte lot check and custody. The 
inspecting othcei, during his next inspection, will personally check the used and 
unused recoipts, note their numbers m the order book and then destroy them. 

646. Adjustment of errors and irregularities. — (1) If, after the daily 
account of a bianch office has been checked, any account itejw iff impd 
incorrect, a similar course to that laid down fee 

followed, the enor being communicated k the branch office in the next 
b. o.,s% sent to it, wl mi each instructions as may be required, and the 
required note being written in the b. o. summary in explanation of the 
difference there will be between the branch office Inhnre ,is acknowledg- 
ed by the branch oifice and the balance worked out m the b. o. summary 

(2) The b. o. daily account received fiom a branch office should 
never be returned to it for correction in the event of an enor, nor should 
the figures m the daily account be altered m any way. 

617. Branch office transactions to be copied into 1,. n summary.— 
(1) The remittances advised in the b. o. daJj account is sent to the 
account office '■hou 1 d be entered in the b. o. Mnnnnrv [Form A. C. G.- 
3 (a)] in accordance with rule 648. The other account items of the b. o. 
daily account- should be copied into the b. o. summary. 

(2) In the ca >e of a branch office which is not in daily communication 
by post with its acionnt office, no entry of its transactions should be 
made in the b. o. summary except on the dates of despatch and receipt 
of the mails, but the last closing balance should be carried over and 
brought forward from day to day till the next account is received. 

(3) Each page of the b. o. summarv should be used for as many dass 
as it will last, the transactions of each day being totalled and the net 
balance struck, when necessary, in the way shovm nt the foot of the 
form. 

648. Entries in the b. o. summary ot remHtrneos received and of 
postage and rash <n transit between the account office and its branch 
■offices’. — 'CL) The remittances received from branch offices will be advised 
in the b. o. daily account. If a remittance is received with the b. o. 
daily account in which it is advised, the entry relating to it will be 
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Copied into the b. o. summary as prescribed in rule 647 and the accounts 
still be thus adjusted. If, on the other hand, a remittance is received 
it the account office before the b. o. daily account in which it is advised, 
the tanount of the remittance should be entered in column 82 of the b. o. 
stftnmary as a minus entry m red ink. 


(2) The amount of postage due on articles of the letter mail sent 
from the account office to each of its branch offices will be shown against 
the name of the branch office in columns 29 and 30 of the b. o. summary 
until it is acknowledged by the branch office in its daily accounts. In 
the same manner, the amount of a remittance in cash or stamps in 
transit from the account office to one of its branch offices will be stawn 
M column 31 of the b. o. summary until it is acknowledged by the branch 
$jhd items of unpaid postage, cash and stamps remitted on the 
SW'or da-ls should be re-entered in red ink. 


(3) A remittance to one $ ifc fawfe <0qm 

not received before or with the daily account id whim it is advised, w£D 
be shown in column 31 of the b. o. summary until the remittance is 
received. 


(4) In column 28 of the b. o. summary will be entered the amount 
acknowledged to-be due from each branch office and in the hands of 
each village postman. From the sum of the entries in this column wiD 
be deducted the amount of the minus entries in column 32 and the ftfet 
balance thus obtained, as well as the total amount of postage, cash and 
stamps in transit shown below columns 29 to 31 of the b. o. summary, 
should be transferred to the postmaster’s balance sheet. 

(6) Entries in column 31 of the b. o. summary should be mad® per- 
sonally by the postmaster, and should be initialled by him on the day 
they axe adjusted. 

I 

1.— In &m> otifftcm, if a remittance is received before or after the b. o. 
daily account in which it is advised, a reference to the date on which the entry 
appears in the b. o. summary should be written on the b. o. daily account concerned 

Note 2. — If a money order paid at a branch office in account with a head office is 
received and accounted for m the head office after the expiration of its period of 
currency, the payment will be charged, as provided in rule 290 (4) in the account df 
the head office, to unclassified payments, and will be shown as suoh in the b. <k 
summary. The difference m the manner of accounting for the money order ja the 
branch office and in the head office should be explained m the column for of 

•the b. o. summary. 1 

A. In sub-offices, the total amount of postage, cash and stamps in 
transit should be added to the net balance referred to in paragraph (4) 
and the toted thus arrived at should be transferred to the sub-office 
account. 
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Transactions with village postmen. 

849. Articles given to village postmen for delivery. — (1) When the 
village postmen attend at the post office and are prepared to proceed on 
their beats, the unregistered articles of the letter mail to be delivered 
by them should again be stamped, sorted according to the village sorting 
list, and made over to the village postmen by the sub-account clerk, the 
postage due on the unpaid articles given to each village postman being 
entered in column 4 of the b. o. summary. 

(2) Before the registered, insured and v.-p. articles of the letter and 
pared mails are made over to the village postmen for delivery, they 
should be stamped, and the sub-account clerk should then note the No. 
and office of posting of each in the last column of the b. o. summary, 
where each village, postman should be required to sign for the artiole$> 
made over to him, the charges due on registered parcels and the amounts- 
for recovery from the addressees of v.-p. articles for which he is res- 
ponsible being written by him, in words, abc’ e his signature. 

Note —If a redirection fee has to be reoovered from the sAdnatee at aBy wng hb 
tend parcel, the receipt received from the parcel cleric should also be made over to 
the vilkge postman With the parcel, with instructions not to present the receipt for 
the signature of the addressee. In such cases, the village postman should be required 
when signing for the articles to write in words in the b. o. summary the total 
amount due an the redirected unregistered parcels. 

» 

(3) If an insured article of greater value than Rs. 100 is given to any 
village postman who cannot deliver it the same day but must pass the 
night with it in his possession, or whenever several insured articles of 
greater aggregate value than Rs. 500 are made over to a village post- 
man, the circumstance shonld be reported to the postmaster by the sub- 
account clerk before the village postman leaves the office. If the post- 
master decides that any such insured article is not to be issued for 
delivery, it should be returned to the clerk from whom it was received, 
who will prepare an intimation for issue. 

(4) Ihe sub-account clerk should see that particulars of the regis- 
tered. insured and v.-p. articles of the letter and parcel mails as well as- 
the total numbers of paid unregistered articles of the letter mail and 
telegrams made over to the village postmen for delivery are entered by 
them in their registers ; and if any intimations for delivery to the 
addressees of insured or v.-p. articles or notices with the aclmowledg- 
ments and coupons relating to money orders for delivery to the payees 
referred to in rule 260 are made over to a village postman, the sub- 
account -,Ierk should enter the required particulars in the village post- 
man’s register. 

Exception. — When articles are made over to a village postman for delivery imme- 
diately after they have been stamped on receipt, they need not he stamped a second 
time on being made over. 

Notf 1 - S*e rales 180 (4) and 182. 




4b 


Chap. 10] 8UB-AOOOUNT8. [649*689 

V Note# 2 — Before a village postman proceeds on bis beat, the sub-account ofcurit 
would me that sufficient printers’ ink has been applied on his special ink-pad for 
taking tbmnb-impreatiofts to last during the whole period of his absence from the post 
office. 

860. Payment ol money orders by village postmen.— (1) Money 
orders for payment by village postmen should be made over to them by 
the sub-account clerk, but money orders must not be sent out for pay- 
ment by a village postman, who is likely to be absent from the post 
office for a longer period than a week, without the sanction of the Head 
of the Circle. Moreover, without the express sanction of the Hoad of 
the Circle, the aggregate amount to be entrusted to a village postman 
fo r pi gment must not exceed Es. 100, and more than Rs. 20 for a single 

PrMy not be paid through a village postman. In the very rare 
ease fo’wSkDt the Jimjt of Es. 100 is exceeded by the aggregate amount 
of the money* dwVH# for payment through a village postman, the money 
orders for the largest ambt&te intW %£ back ti|l the remainder do 
not in the aggregate exceed Es. 100. 

Noth.— T he procedure nil cubed m rub 1 ?b0 applies also to money oiJtrs detained 
under this rule 

(2) The money orders received for payment by village postmen 
should be sorted into groups for each village postman and then entered, 
group by group, in the register of money orders for payment by village 
postmen (M. 0.-44), bo that the orders intended for each village post- 
man may be bracketed together. The money orders for each village 
postman should be entered in the register on the date on which he is 
proceeding on hit beat. 

Non.— S m rale* 265 (3) and 867. 

(3) The sub-account derk should note in the register, opposite the 
group of orders for each village postman, tide total number and value of 
the money orders in words and figures and the No. and name of the 
village postman. He should also write, in words and figuiee, below the 
last entry, the total amount to be given to all the village postman for 
the payment of money orders. 

(4) The sub-account clerk should make over the money orders to 
!l (ilh.t* Mwhiicn, tJ<h ol wnom hoiild bp icon nd to pL ' his wigna- 
t io uaim trif enttv of the total number of orders given to him 10 
i« noun dgnicni of their receipt. 

(f' The reenter should then be sent to the treasurer, who will gW* 
t r i< h village pw-tmpn the amount noted against his No. and namoifi tile 
register and require the village postman to sign for the amount fit the 
register, in words and figures. The total amount given to all file Village 
peatmen at one time will be entered by the treasurer in his cash book 
and the suh-account clerk should place his initials against this entry 
beforo he tabes back the register. # t**. 

Eir pprinv. — The general register M O -3 ebonld be need for ttd* porpo** tajii Kttfc 
in which the maintenance of the ragieter M. 0.-44 ha* bow dob* away Vftfc 4p w* 
Exception below tola 255 (3) t 
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(6) The total value of the money orders given to each villag e post- 
man should be shown in the b. o. summary under the be ad “Cash 
received from the account office”. The sub-account clerk should see 
that particulars of the money orders are entered by the village postmen 
m their registers. 

. . W1 ® ■*“» • Btor » »“ words, the total amount doe from 

Mm fa tba kat column of the b. o. summary and sign tha entry. The amount actant*. 
Mapd by tha village postman should agree with that shown agauut him in mlnme 94 
of tha b. o. summary on tha day he proceeds on his boat. 

A, In sub-offices, the register of money orders for payment by viOags 
postmen and branch offices (M. 0. 44) should be passed on to the 
money order clerk , who will make over the money to the village poet- 
man under receipt to be taken in that register. The tub-account clerk 
should give a receipt for the total amount in the money order olerk's 
receipt book before he takes back the register, 

661. 

which they are to be visited, all the villages which the village postman 
or postman is not obliged to visit, on every trip but for which there are 
articles for delivery, and he should either himself similarly enter all the 
other villages (i.e., those which have to be visited regularly) or see that 
they are duly entered by the postman or village postman in their proper 
order in the list. The keys (with changeable plates, when these are 
used) of the letter-boxes situated in the villages which are to be visited 
shonld then be made over to him. 

(2) In the case of a beat which is not entirely or almost entirely 
fixed, the sub-account clerk should enter in his own hand in their proper 
order all the villages to be visited. 


652. Examination of visit book on village postman's return.— (1) 
On the return of the village postman to the post office, his visit book 
should be examined to see. by reference to the signatures of the head- 
men cr other responsible residents of the village, whether he has been 
to every village that he was required to visit. In the case of fixed beats, 
the sub-account clerk should also see that the route laid down on the 
map supplied by the inspector has been strictly followed. If the visit 
book shows that the village postman has neglected to visit any village 
m his beat, or contains any signature which the sub-account clerk has 
reason to believe is not genuine, the matter should be brought to the 
notice of the postmaster, who should report it to the inspector. 

(2) The unregistered articles of the letter mail collected by a village 
postman should be counted and examined and compared with the entries 
in the visit book. If the number collected is very small in comparison 
with file number delivered, the matter shonld be brought to the notice 
of the postmaster who should report it to the inspector. The village- 
postman’s visit book should be initialled by the sub-account clerk. 
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(8) When Tillage letter-boxes are provided with changeable plates 
showing the days or hours of clearance, the sub-account clerk should see 
that the correct plates are returned by the village postmen. 

658. Articles registered by village postmen.— (1) If any articles of 
the letter mail have been registered by a village postman while out on 
his beat, they should be transferred by the sub-account clerk to the regis- 
tration clerk, from whom the sub-account clerk will receive the account 
office receipts for the articles. The account office receipts should be 
made over to the village postmen, and the sub-account clerk Bhould see 
that they are pasted to the corresponding counterfoils in the village post- 
tiatb'a book of receipts. 

time a village postman returns from his beat, the sub- 
account OleWf dftbuld Satisfy himself by an examination of the book of 
receipts m tFe pd&k&Bkttt w Cite tBlSge postman that the unused receipts 
in it aie complete and in serial Order, the dab-4ooOUiCtt desk Should, 
in token that this check has been carried out, place his initials on the 
reverse of the counterfoil of the last used receipt or, if none of the 
receipts have been used, on the inside of the cover. 

654. Receipts and undelivered articles to be taken from village 
postmen. — (1) On the return of the village postmen to the office, the 
sub-account clerk should take from them the receipts and acknowledg- 
ments for the registered articles of the letter mail and for the registered 
parcels, and the receipts for telegrams delivered, but before' the receipts 
for registered parcels are made over to the sub-account clerk, the village 
postmen will pay any amount that may have been realised on account of 
parcel postage, redirection fee or customs duty, with the relative postal 
fee, to the treasurer (or other clerk appointed to receive such collec- 
tions!. 

(2) The receipts for registered articles of the letter mail should be 
made over under receipts, to the registration clerk, together with the 
cash recovered from the addressees of v.-p. articles and of letters and 
packets containing dutiable goods. The receipts for registered parcels 
should be made over under receipts to the parcel clerk, together with 
the amount recovered, in the case of v.-p. articles, from the addressees. 
The receipts for telegrams should be made over to the delivery cleric. 

(3) If any registered articles of the letter or parcel mail are returned 
undelivered, they should be made over, under receipt, with the rUfifflpte 
and acknowledgments to the registration or parcel clerk, as the case may 
be. The unregistered articles of the letter mail returned undelivered 
should be made over to the deposit clerk. 

Nora.— See rales 180 (4} and 182. 

A. In sub-offices, cash collected on account of parcel postage re- 
direction fee, or customs duty, with the relative postal fee, be* 

p aid by the village postmen to the sub-postmaster. 
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655. Paid and unpaid money orders.— (1) On the return of the 
village postmen to the office, the paid money orders (including the 
receipts and acknowledgments) signed by the payees should be taken 
from them by the sub-account clerk and made over, under receipt, to the 
money older clerk. If any money orders are returned unpaid, they 
should be taken from tbe village postman and similarly transferred to 
the money order clerk, but the cash brought back should be made over 
by the village postmen, under receipt, to the treasurer, who will include 
the amount in the entry against the item “Cash received from sub and 
branch offices and village postmen” in the h. o. summary. 

(2) Tito amount of money orders paid should be entered in the b o. 
summary under the head * ‘Money orders paid”. The amount returned 
as unpaid should be shown under the head "Cash remitted to the 
account office or paid back by village postmen”, and the treasurer 11 * 
initials should be taken against the entry. ^ 

A. In sub-ol)iccs, the oash on acoomt of 4t6itf 
unpaid should he made over by the viltaffd f iMIw ike money order 
clerk, whose initials shdvld 5V tSUen &Qaia$t the entry of this amount 
in the h. o. summary. 

656. Examination of village postmen’s registers.— (1) On the return 
of the village postmen to the office, the sub-account clerk should 
ex i mine their registers and see — 

(a) that the signature of the addressee has been taken therein for 

every unregistered parcel, 

(b) that the addressee’s receipt has been obtained in the register 

for evciy mtim ition delivered relating to an insured 
article, 

th 1 le [Hue's iecn it Ins been obtained in the register lor 
Cf d b.Mtd reliting t a moiaj o der p 'able 
tj r U n \ lu; ul V .1.1 

f "* M # * t \ ^ t 

i (. i jt [ «ji 1 1 u ox l uc loim if intimation, only i e no<! 
b fbc uldrossco, uas been [wsted m the it t <islor e^Hinst 
• So it I he ail If concerned. 

i 11 t ’ i i«,l bv *dl »e Kst. m, ub 

. » c i> » j i * i it i >ut(] Hit lu d 1 is 

i A i - xi the . ,inet d the address ol M * hi i I is 

311* t L l * l t 

( l >) u i ,, inn’s e^i ai d "ti f lot delrernv at u* *le is 

isali lnetoiv, t id be give back to 1 .m vnh diortimn If make 
fnrthei eideavour to find the addressee, and a futb entry of it should 
be made in his reg stir. Any laxity on the part of village postmen 
, should, be f ore they are allowed to leave tho office, be brought to the 
notice of the postmaster, who will report it to the inspector. 
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(8) The village postmen’s registers should be initialled by the sub- 
account clerk in acknowledgment of the undelivered unpaid articles, 

* signed receipts and acknowledgments, undelivered registered articles 
of the letter mail and parcel mail articles, and paid and unpaid money 
orders received from them. 

857. Realisation of letter postage. — (1) The postage due on unpaid 
articles of the letter mail returned as undeliverable by village postmen 
should be entered in the b. o. summary and deducted from the amounts 
previously debited to them in their registers, and they should be requir- 
ed to pay the balance in cash at once to the treasurer. The treasurer 
should treat the sums paid to him on this account as “Cash received 
from sub and branch offices, etc.’’, and iign the entries in the village 
postmen’s registers in acknowledgment of receipts. 

(S) The sub-account clerk is strictly prohibited from receiving letter 
postage collections from the village postmen, but he should enter the 
amounts paid to the .treasurer m, the b. o. summary under the head 
“Cash remitted to the account offio© and paid back by village postmen’’ 
and obtain the treasurer’s initials to the entries. On no account should* 
any balance be allowed to remain at the debit of the village postmen 
after their return from their beats. 

A. In sub-offices, amounts collected on account of letter postage 
should be paid by the milage postmen to the sub-postmaster, who should 
sign the entries in the village postmen’s registers in acknowledgment 
of receipt. 
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LIST 03T ACCOUNT RULES IN CHAPTER 10. 
{Issued under the authority of the Auditor-General). 


Rule. 

577. Examination of b. o. daily accounts and b. o* summary in sub-offices* 

578. Eolations of sub and branch offices to their account o i ces. 

579. Shoit receipt of vouchers by account office. 

580. Inadmissible vouchers, 

588. Exchange of remittances between sub-offices in account with the same head 

office. 

589. Exchange of remittances between sub-offices under different head offloes. 

593. Entries of unpaid postage in s.-o. slips. 

599. Adjustment of errors in aocount. 

000. S. b. slips. 

001. Closing of account bags in the head office. 

603, Preparation of s.-o. daily account. 

004. Pieparafcion of daily accounts by a sub-office not in daily communication by 
post with its head office of account. 

605 Liabilities of sub-office. * * 1 

006. Details of remittances received and * 

607. Details of unpaid articles of the letter mall sent to head office as undehverable. 

608. Details of postage received direct and taxed by sub-office. 

609. Details of drawings from treasury. 

610. Remarks in s.-o, daily accounts. 

612. Documents sent with s.-o. daily account. 

619. Chock of account items in head office. 

620. Check in head office of remittances between sub-officos under the same head 

office. 

622. Sub-office money order journals and documents. 

623. Memos, of Biitish postal orders and Indian postal ordeis sold, 

624. Comparison m head office of s.-b. memos, with documents. 

625. Sub-office cash coitificate lists and documents. 

628. Adjustment of incorxect account items. 

629. Entries m the accounts of the head office of remittor - e civ d. 

630. Postage m transit fiom the head office to sub-offices, c n 1 cWi a 1 1 stamps in 

tnnsit between the head office and its sub-officcs and between -sub-offices 
m account with the head office. 

631. S.-o. daily accounts to be copied into s.*o, summary. 

042. Check of b. o. daily accounts. 

646. Adjustment of eirois and irregularitios. 

647. Bianeh office transitions to be copied into b. o. summary. 

648. Entries in the b. o. summary of remittances received and of postage and cash 

m transit between the account office and its branch offices. 

649. Articles given to village postmen for delivery 
655. Paid and unpaid money orders. 

657. Realisation of letter postage, 
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CHAPTER 11. 

VCCOUNTS IN SUB-OFFICES 
Gbnhbal rums. 

658. Responsibility lor accounts, cash, etc.— A. The sub-postmaster 
ts personally responsible that hts sub-office account ts correctly and 
punctually written up before the office ts closed for the day, and gene- 
rally that hts accounts and cash balance arc correct. In tub-offices 
where a derk ts employed in addition to the sub-postmaster, he wm be 
jointly responsible with the sub-postmaster for the safe custody after 
office hours of all the money, Government currency notes, postage and 
other ( non-postal ) stamps, reply-coupons, British postal orders and such 
other art ides as are prescribed by the rules to be kept m safe custody, 
and the sub-postmaster and the clerk must each have and keep on his 
person t > ;/ of at i of the hi \s of the iron safe , the bchf fotafl « t.. 
different putti ms. When, however, a treasurer ft MIN pPPw' 
duties of the treasurer are performed ty ptiffilm dmm w orders of the 
Head of the Circle , the responsibilities of me sub-postmaster and the 
treasurer or derk will be the same as those of the head postmaster and 
treasurer m a head office 

iriiON — /; a tub office with a tingle clerk the e difficulty a penenad »n 
connection inth the joint tustody of ca jj, and valuables, the Head of a ('tub may at 
a d £ ert l is , r n j t h( cluk from the ) nit castod / of cash and % aim 1 n ( 
offU hovi s 

B When the accounts are closed, the clerk must verify the oalan>e 
shi ton m the sub office account by counting the cash, postage stamps, 
etc , as dumbed m rule 674. He should further satisfy himself, by 
reft rente tu the Rtmurl s’ column of the sul office account and to the 
registered and pt / d abstract u well as to the reqister of v.-p artuUs 
received that insured articles, if any, shown in deposit are actually kept 
in Hit ’i s iji lat Hit tidy account > rt idg 4 or dujutn to l'n 
head offi> the cui mi ha' 1 1 / i » 'la , a m 

tht dul i ii c ul s mu n tn Iht su*. off - < tl 

and lu i uni nma chc si < If u ai count and sign tht la ty 
account in fuAc.it of having tarried out this check, 

G - In o/u postm i ter must himself wr It up the aiib-offtce tuct nt 

Not a — it ub *ff < wfotr mou than one t e ft * employed, a clerk mil St 
nhcttrt by f &>u i irt ndt J. nd a d ,/t *he m morandum of dutrtbuttvu of 
iut 1 t. * m t c' • a. ' ibil for a h/l i fin rule In a com fitted ttfhn 
i ert "ft I h r / m / ) hill l fr he pir/jo c 

659. V -is' lion oi bal taces by s cb-poitwaster. - Beer mu t 
befcie tin bhi i js l the s 0 postmaster must — 

u i int he ^ a h in office and calculate tne value of tht putt ye 
uiul other (non-postal) stamps which form a part of the 
t ash balance of the office, and satisfy himself that <■ ie 
amounts so ascertained cover the balance shown in the 

Lith-svfli/** nrtnmtvrt 
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(b) refer to the column for ‘Remarks’ of the sub-office account, 

and, tf any amount ts shown there as tn deposit, satisfy 
himself that the amount is held m cash , 

(c) satisfy himself that the stock of British postal orders |M the 

office is correct; and 

(d) calculate the postage due on the articles of the letter mail tn 

deposit and satisfy himself that the amount ts correctly 
shown tn the sub-office account for the day. 

660. Treasurer's cash book — Under the special orders of the Hoad 
of the Circle, the treasurer’s cash book (Form A. C G -9) may be 
maintained in important sub-offices in accordance with the instructions 
on the subject m the Posts and Telegraphs initial Account Code, 
Volume 1 

661. Custody of postage and other (non-postal) stamps, etc.— 
Postage and other stomps and reply-coupons must be kepi in the office 
safe, but, in order to save them from damage, they must be first pub in 
a small bor rf wood or tin, and the boa must be kept inside the safe 
If it ts not found convenient or desirable to supply a boa for this pur- 
pose, the stamp should be put in a card i aid case , blank book interlined 
with sheets of blotting paper Even Uunng the day time, the greater 
portion of the stock of stamps and reply-coupons must be kept tn this 
box, book or eases, winch must always remain inside the safe, and only 
the stamps and reply-coupons required for a day's sales or half a day’s 
sales should be taken out at a time. In order also to prevent stamps 
from getting spoilt by being kept too long tn the office, the supply of 
each denomination of stamp must be expended before the vale of a fresh 
supply of the same denomination begins, and for this purpose, each 
supply received must be kept distinct from previous or subsequent 
supplies. 

60S. Reply-coupons . — Rules regarding the examination of reply- 
coupons presented for exchange will be found in the Posts and Tele- 
graphs Initial Account Code, Volume I 

668. roes tor Certified boa copies of messages and window-delivery 
tickets. — Fees realised by the telegraph branch of a combined office 
for certified true copies of mcssaqes and for window-delivery tickets, 
should be credited as “Unclassified receipts ” in the accounts of the post 
office, the particulars being entered on the back of the s.-o. daUf< 
account 

664 Disburse men t of pay. — -A. On receipt of the acquittance roU 
{Form A. C G -84) from the head office, the sub-postmaetp shguld 
complete it tn the manner indicated in the Posts add Telegraphs Initial 
Account Code, Volume I, and disburse the pay of the officials attached 
to his office (as well as his own pay) from the cash tn the office. The 
sub-postmaster must personally make the payments and have (he* 
acquittance rolls receipted in his presence. If the payee ts ifStenif#* 
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his thumb-impression, seal or other mark should be taken on the acquit- 
tance roll in the presence of one ot two witnesses, who should write 
their signatures on the roll in evidence of payment. 


B-»On presentation by an inspector of poft offices of the acquittance 
roll for his pay with a pay order written thereon by the head postmaster 
preparing it, the sub-postmaster should pay the amount after having the 
acquittance roll receipted by the inspector. If the sub-ofjice making the 
payment is in account with the head office which issued the acquittance 
roll, it should charge the amount to "Bills paid” ; otherwise it should 
treat the amount as a remittance to its own head office, attaching the 
acquittance roll to the daily account in support of the charge . , 


Noth 1.— it sub-postmaster map on m account sign acgtdttmet 
[except as a witness) for pay disbursed to postmen, village postmen, runners, etc. • 
Not* 2. — When an application is received for payment of any sum due on account 
of pay, etc., to a deceased postal official, the sub-postmaster should colled evUjmm 
of the claimant's title to the money and submit the case to the head ojffice . , 
postmaster should also ascertain and report what claims, if 

warded Without delay to the head office, entered on the reverse of the 
s.-o. daily account (Form A. G. G. -22). 


(b) If the whole of the establishment actually on duty cannot pc 
paid on one day, the acquittance roils should not be detained in any sub- 
office beyond the tenth day of the month in which the pay is disbursed. 


(c) The receipts in the acquittance rolls should not be regarded as 
part of the daily cash balance of the office. The amounts paid from day 
to day should be charged at once to “ Bills paid” on the date of payment, 
the No. of the acquittance rolls bci,u ) cited in support of the charge and 
the remark “ Acquittance roll will follow” being made on the reverse of 
the daily account. The total of the payments made each day as well as 
the progressive- total of all such payments should also bo entered on the 
back of the daily account by sub-ossLnicsters until tin aeqaiianee >otl 
is returned to the head- effioc. .In ike head office, the head postmaster 
at the time of carrying out the check prescribed by rule (35) below 
Art. 370 of the Initial Account Code, Vol. I, should scrutinise these 
entries and satisfy himself by reference to the Post Office Establishment 
Pay Bill that the progressive total of the amounts disbursed from day 
to day is not in excess of the total of the acquittance roll. 


(d) If all the pamnents due to be made on the acquittance roll are 
not. made by the tenth of the month, the sub-postmaster should, before 
returning the acquittance roll to the account office, prepare separate 
payee’s receipts in form A. C. G.-17 in respect of the item still remain- 
ing unpaid, noting therein the No. and date of the acquittance toll. 
Payments after the 10th of the month should be made on these receipts 
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and the. amount so paid should be charged4o “Bills paid'’ at 
abate, The signed receipts- should be sent to the account. 
entered on the reverse of the daily account as vouchers for the charge <S»o 
the date of payment. The receipts in respect of items remaining d^T; 
paid, with reasons for non-payment recorded therein, should be forward- 
ed to the head office entered on the reverse of the daily account so as to 
reach the head office by the last day of the month in which the acquit* 
tance roll was made payable. 

Not®. — If a separate rectivt id taken from the payee in lieu of his signature on 
the acquittance rolU(min me case of an official on have), such receipts should ht 
treated as separate acquittance rolls and disposed of accordingly in the manner laid 
down in this rule. 

688. Disbursement of pay of road establishments. -r-A, Ifjmy 
amounts on account of pay of road establishments are to be made : :imf 

M Offtpe to an overseer for distribution, the head postmaster, on 

«>*IZ send the sub-postmaster an extract from 
the-.-estabUs^rmi^^ ^^^^^^ ^oaTticulars of th^ amounts to be paid 

with the necessary cash. The o^Mef 

be taken and sent to the. head office like an acquittance roll in accordance 
with the procedure laid down in rule 665. 

B. When the pay of the road establishment of a mail line is to be 
distributed by jtho,fSubioffice and not by the overseer, or partly by the 
sub-office rn^pdMy bf the overseer, the head office will send the 
postnt 0ffi?on the last day of tft# moritk, a 

thMiffffrin for road establishments (A. 6, G.-85) contmnirigpartmMtt 
of the amounts to be paid by the sub-office : when a permanent runner 
is absent from any cause, the cause and duration of his absence and the 
name of his substitute should be entered by the sub-office in the appro- 
priate columns of the acquittance roll. The pay of road establishments 
should be distributed by the $ub*bffvce in ifce- 
864 and the acquittance rolls should be forwarded to the 

aiumn&Him '.with' -'ft* nrnoo.ihira laid. dninn in ruin ylUSlBSKBKSSBw'. 


accordance with the procedure laid down in rule 

liiy * (IIB|<I £~ W?#l8rr r / 

a sub-office, the postmaster may cash it. provided'. W& '&«"'* f «| m 
endorsed with an order to pay by the port master' of his own head office. 
When a pay bill is cashed at a sub-office, the amount should be ohafMtj 
in the accounts of the sub-office to “Bills paid”, the bill arid 
certificate (if any) being submitted to the head Office with'. 
account in support of the charge. If the amount esseeedfi- 'MMKm 
adhesive revenue stamp of the value of one-anna in V ; 

*duty must be affixed to the bill (except when the pay from 
a post office at a place where the Indian Stamp kct- 'ti^ S^m-lQrccl-40^Mi 
the stamp should be defaced by the date-stamp* .V ' * 'AoSsM 

Nora. — A tub-office hat no authority to grant a latt~poy;ffilffittficate or 
latt-pay certificate granted by another office, 
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pay bill Ate t! it it hca endorsed on U an order to pay, signed by the poitmaiter •/ 
it own head tffice 

ExcErnoN JL —The pay and travelling allowance bills (including supplemental bills) 
of ike Gazetted officers attached to the offices of the Director-General of Posts 
and Telegraphs ami the Accountant-General , Posts and Telegraphs , which are located 
in the imperial S tcretanat Buildings, New Delhi, may be cashed at the New DdM 
sub post office or the imperial Secretariat sub-post office, North Block, New Delhi, 
without obtaining a previous pay order on the bills fiom the postmaster , Delhi head 
office The bills of the Gazetted officers attached to the offices of the Deputy 
Accountant-General, Posts and Telegraphs, Delhi and the iccounts Officer, Telephone 
fimonue? Delhi , may also similarly be cashed at the Delhi Ctiil Lines sub-post 
office without a previous pay order being endorsed by the postmaster, Delhi head 
office. 


Exception 2 — The establishment, travelling allowance, contingent, etc , bills of 
th offices of the Direct or -General of Posts and Telegraphs and the Accountant- 
General I and Telegraphs , may be cashed at the Impend Secretariat post office, 
North Bio k and those of the office of the Deputy Accountant General , Posts and 
Telegraphs Delhi, ind of the Telephone Revenue Office, Delhi, at the Otvtl Lines 
*ub*officf without a pay order from the Delhi head post office 


Exoh-ii < v y - The pay and ti auditor, allowance bills (including supplemental 
bdl*) of i j'/< s attached to l hi ofjiu of the Postmast ** 

Deputy tat t Gtnerd, Madrcu, the But 

service, M -Division, the head record clerk* m* 

Mount Road * may be cashed kff - 

the pay order from the Presidency Postmsmer, Mddras, 



sub-office, without 


ExosmoM 4 —The establishment, travelling allowance, contingent, etc , bills Of 
the onto office of the Director General of Posts and TeUrpaplis may be cashed at 
the i&ff taru p (H office, Simla , with ut a pay ordtr jnm thi b nda fit rl poit office 

Excxp n > r TKp ir mthlu pay htl i nhtdin } suppu ne/ital jmy f Is and travel- 
ling aiioiiaiu nits of the estt hi hit rut * ullnhtd to the head record office, RMS, 
At Division may be # uMt*d at the Mount Road sub-office, Madras, without a pay 
ot Jer ht the President y Postmaster, Madras * 


668 Payment of travelling allowances. —When travelling allow- 
ances hau to be paid at the sub-office, an acquittance roll containing 
particulars vtU be received fiom the head office, and the sub-postmaster 
should pay th travcllmq a lowances entered in it from the cash balance 
of the offiu Acquittance rolls of travelling allouances should be treated- 
hire j ‘O' u t m c rolls for pay bills. 

669 Payir'Pt o! rnitinscnt chores — Contingent charjis , suuh ^ 

ehaiat «. uni < , the touceyance of heavy mails, cost of repairs to 

furniture, i r c., should be paid from the cash balance of the office and 
charged to 'Bills paid”. Particulars of the charges should be entered 
on the r r of *hc s.-o. daily account, and the vouchers appertaining 
to then ho ild be submitted to the head office with the daily account in 
si ppor ' i the charges. 

870. Rei.ii.ds. — A. Sub-postmasters m the selection grade are 
empower 1 1 *o anefinn the refund of the fee realised from the sender or 
the addresses of a v.-p. article when his complaint relating to it is found 
to be v fll-qrounded, but should submit applications for all other refunds 
to the head postmaster fdr disposal. In other sub-offices, all applications 
for refunds should be submitted to their head offices for disposal 
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B. All refunds should be shown in the accounts under the heed 
“Unclassified payments' * on the date they are made and the receipt of 
the payee should be forwarded as a voucher to the head office 

671. Telegraph express charges and late lees.— The rules regarding 
payment of telegraph express charges and late fees will be found in the 
Message Revenue Account (Me. 

672. Payment ol refunds of telegraph charges. —A. When an 
advice relating to a refund order issued by Heads of Circles is reoeived, 
the sub-postmaster should retain it in his possession until the corres- 
ponding refund order is presented for payment. The refund order should 
then be < Cheeked with the advice, and the amount should be paid to the 
claimant and charged as an unclassified payment, the lefund order 
signed by the payee and the advice being submitted to the head office 
with the daily account Iff support of the charge. 

B. Refund orders are made payable within three months only from 
the date of issue. If a refund older is not presented for payment before 
the end of three months from the date of issue, the advice should be 
sent to the head office, entered in the daily account; and ij the refund 
order is subsequently presented, the payee should be informed that 1 1 
has lapsed and it should be returned to the Head of the Circle with an 
application for the issue of a fresh order. Advices relating to refund 
orders that have lapsed received from branch offices, should be disposed 
of similarly by the sub-postmaster. 

Now.-r A 8ub-poBtma$ter in chargt of a combined office w authormtd to grant 
refunds on <pmd service advices during the period for which the mestayt drafts ore 
retained . See paragraph $89 (9) of the Posts and Telegraphs Manual Volume XI t 
Part IJ . 

678. Preparation ol sub-office account.— A. The amount of pottage 
due on articles of the letter mail received for delivery and of the cash 
remitted by the head office should be entered in the sub-office account 
(Form Pa.-17) as prescribed in rules 693, 698 and 697. Before the 
office is closed for the day the remaining items of the sub-office account 
should be untten up in the manner described below, care being taken to 
verify the totals of the journals, etc., before transferring them to the 
sub-office account : — 

(a) On the receipt side of the sub-office account, the balance of 

the previous day should be brought forward, and 0 1 here 
have been any transactions in the sub-office or in any of its 
branch offices under the several heads in the sub-office 
account, the total amount should be entered in th appro* 
priate columns. 

(b) When cash has been received from other sub-offices, the 

names of r the sub-offices from which the remittances ?MMM 
been received should be noted in the column for 'fUntwhe*. 
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(c) If cash is drawn from the treasury , the amount credited should 
agree with that shown in the voucher returned by the 
treasury officer. ■< 


(dl The total amount of postage taxed by the sub-office and its 
branch offices, as shown in column 6 of the memo, of un- 
paid postage taxed and received direct, should be credited 
in column 4 of the sub-office account. 

(e) The names of sub-offices to which cash may have been remit- 

ted, should be noted in the column for 'Remarks’ > ' 

(f) If a remittance is made to the treasury, the amount written 

off should agree with the amount acknowledged by the 
treasury officer in the treasury receipt. 


(g> Particulars of unclassified receipts and unclassified payments 
should be detailed in the column for ‘Her, 



B. In addition to the account 

should be.gMtdg: account : 

( a) Particulars w of money readied from the addressees of v.-p. 
articles which cannot be remitted till the next day , and 
(it) of any other money which does not form part of the 
regular cash balance, or has not yet been brought to 
account. 


( b ) The Nos. of the insured articles (if any) kept in deposit in the 
office safe. ■■ ■ . 

C. The sub-office account for each month should comprise the dates 
of the daily accounts which are accounted for in the head office from 
the first to the end of the month. For instance, if the daily account, 
dated the 80th May, is accounted for in the head office on the 1st June, 
and that dated the 28th June is accounted for on the 80th June, the sub * 
office account for the month of June should embrace the dates from the 
30th May to the 28th June , both days inclusive. The Superintendent 
will intimate to each sub-office the dates which are. to be included in 
the sub-office account for each month. 


Exception.— The transaction of the sub-office for the concluding days of March 
should be shorn in the sub-office account for March. The entries, however, in the 
daily accounts of branch offices for the concluding clays of March which do not reach 
the sub-office before the 1st April should be incorporated in the sub-office account and 
b. o. sunimary for April. 


674. Cii;*Mng balance of sub-office account.— A. The items entered 
on the receipt and payment sides of the sub-office account should be 
totalled, and the closing balance after deducting the total payments from 
the total receipts should be entered in the appropriate column. The 
following details of this balance, viz., (t) cash and currency notes , 
(it) Indian postage stamps and other stamps (including reply-coupons), 
(Hi i postage due on articles of the letter mail in deposit, (iv) amount 
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due froth branch offices, {v) amount due from viUage postonm* i 
hnkwmmted items for late telegraphic money orders, skoulddl^':& 
ascertained and entered m the columns provided. , " 

.v / . • . ; . • • ..... • • * . •. . • 

B. Every day, before closing the sub-office account, the sub-post- 
master must verify tile items entered in it by comparison ' r wUfi. the 
journals, youchers, etc.,, and then check the .totals of the^receipts and 
issues and the resulting balance, *„ 

Ths^taial balamw shown m the; : b. o. [summary as acknowledged 
to be due from them by branch offices added to the total amount in 
less “minus” entries ;{if any) . and the total balance ncknowli$gs4 
jo postmen should agree t oiih the total amounts showffi,-] 

' account as due from branch offices and from. rriOagi postmen. 

must ■ also verify the other details of the balance 
bef$?e iffivMqlhg °f 'fy the f (Mowing manner 
/ ^ Cash's#-?! 


Indian 


stamps and other stamps (inducting reply- 
I calculating the value of the postage and 
"l^agisfions'in the office. V : 

Mf^zSy.'icdcih : 

3m*)." ...» ' 


iere is. any money in the office 

?reffu$0f balance, or has not yet been brought to account 
;«non6y i yj| y,jf ^ ' 

S the 


fft5. Preparation of monthly copy 

of the sub-office account should be prepared every month in form 
17 by each sub-office and submitted to the head office. The * 
copy should be written up daily from the cntriss,m/^i4^ 
account, and details of the unpaid (Moles 
head office as undeliverable should he ' taken eac& dc 
account and entered separately om of 1 $ i 


B. The monthly -copy oftkeSub-erffice account 
oh the reverse, statistics of brimd 

office, and of vhsurtd-- -v, 

tered letters, and ordinary registered pareefii, 
its branch offices during f*"' '* 




6b 


Chap. 11] AOOOUNTS IN SUB-OFFICES. [675-676 


the month. It should also show the number of ordinary registered and 
value-payable articles of the letter mail posted at the sub-office and t ts 
branch offices on the first working day of the month under the heads 
‘Posts and Telegraphs Service’ and ‘Other articles’ , separately, and the 
number of packets included in each. The statistics should be entered 
on the reverse of the form on the last date included in it, and it should 
be despatched to the head office on the next day, entered on the back 
of the daily account, so as to reach the head office on the first of the 
next month. The monthly copy for March should be despatched on the 
1st April every year. 

C. Service money orders should be excluded altogether from the 
statistics. 

D. To facilitate the preparation of the statistics to be entered on 
the reverse of the monthly copy of the sub-office account as well as the 
preparation of any other returns which may from time to time be requir- 
ed, a statistical register, in the prescribed form, should be maintained in 
each sub-office. The dates entered in the monthly statistical register for 
each month should be the dates of tfe dotty accvmfk whioh are account- 
ed for in the head office from the first to the end of the month. The 
entries to be made under the different heads m the register should be 
filled in daily from the appropriate registers and journals for the pre- 
ceding day according to the instructions given in the beginning of the 

register. 

E. A memo, of the authnnsed balances of the sub-office itself should 
be written in the place provided on the reverse of the monthly copy of 
the sub-office account before it is despatched to the head office. 

676. Principles replating the supply and disposal of funds. — A. 
A sub-office at a treasury station, which ordinarily receives from the 
public and its branch offices and also, if it is a cash office, from other 
sub-offices, more money than it pays away, should, as soon as its maxi- 
mum balance is reached, remit to the treasury the whole surplus m 
excess of the minimum balance. A sub-office at a treasury station which 
ordinarily pays away more money than it receives, should, as soon as 
its minimum balance is reached, replenish its cash balance up to the 
authorised maximum. 

B. In the case of sub-offices which are not situated at treasury 
stations, the Superintendent will prescribe the method by which each 
sub-office will be ordinarily supplied with funds and in which it is ordi- 
narily to remit surplus funds, as well as the method to be used for 
special emergencies. The procedure laid down by the Superintendent 
must always be strictly followed, except when, for some special reason, 
a different procedure is ordered in special cases by the head office. 

C. As a general rule, the amount to be remitted by a sub-office with 
surplus funds to its head office or cash office should be such as to reduce 
its balance to the minimum, and the amount to be applied for from its 
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head office or cash office should, in the case of an office with receipts m 
excess of its disbursements, be such as to raise the balance up to the 
authorised minimum , and in the case of an office with disbursements in 
excess of its receipts, such as to raise the balance up to the authorised 
maximum. 


D. A sub-postmaster may, however, remit or draw money otherwise 
than in accordance with the principles stated above, whenever actual 
existing liabilities necessitate a departure from the ordinary procedure, 
but in every such case, he must write an explanatory remark justifying 
his action on the reverse of the s.-o. daily account in which the transac- 
tion is shown. 

V ' 


t# d&Unnine whither the maximum or minimum balance has been 
^ take into account his own actual existing liabilities* 


ifttm&mng* bank accounts 'payment for cash certificates 



other tub-offices , but not probable liabilities at the pmSubl* reasfftt etttf mfarie- 
ments of the office will already have been taken into account by the officer who fixed 
the authorised balances. 


SO it discharge nmmm 
and remittances to be 


677* Authorised balances. — A. The minimum and maximum cash 
balances and the maximum balance to be held in postage and other 
( non-postal ) stdmgs will be fixed for each sub-office by the Superinten- 
dent. The memo, 'of authorised balances [ Form Pa.-14(s )] received 
from the Superintendent should be pasted to a board or cardboard and 
hung up inside the sub-office. The maximum cash balance of a sub* 
office will include the amounts with its village postmen. 

B. The sub-postmaster will be held responsible that the amount of 
cash, and value of stamps retained by him and his village postmen is 
never unnecessarily large. As far as possible, he must work with 
balances within the authorised limits, and shotdd not retain cash in 
excess of the authorised maximum, except when this is necessary 
order to meet' actual existing liabilities. He will also be responsible that 
his brOrtbh offthvs *#r« hat allowed, without sufficient justification, to 
retain balances in excess of the authorised limits. Whenever the cash 
balance retained by a sub-office (including the amount with its village 
postmen) exceeds the authorised maximum, or the total of the cash and 
stamp balances held by branch offices is in excess of the total of the 
maximum cash and stamp balances * fixed for those offices, the sub- 
postmaster must submit, with the s.-o. daily account, a memo, inform 
Pa.-20 explaining why it was necessary to keep the sum in ex dm. A 
memo, need not, however, be prepared on a Sunday or Post Office bo T i- 
day. Whenever the cash balance of a sub-office, including the amount 
with its village postmen, is less than the minimum limit fixed for the 
purpose, the sub-postmaster should record an explanation for the same 
in the place for remarks on the reverse of the sUb-offioe daily account. 
The excess cash balance memos, should be wmbmeA in a monthly con- 
secutive series and the serial numbers assigned to the memos. ilyOtfld be 

c t 
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noted in the ‘Remark*’ column of the sub-office account ngatnst the 
relative entry. The first memo . for the succeeding month should show 
the last number of the previous month at the top of the form. 

Explanation. — When the total of the liabilities exceeds the maximum cash balance 
fixed for the office , the sub-postmaster should retain cash equal to the amount of the 
liabilities only, except 'when he has good reason to believe that he will be required to 
meet further liabilities before he can collect further funds in the ordinary way, in 
which case he may heap cash equal to the amount of the existing liabilities plus the 
minimum cash balance fixed for the office. 

Treasure transactions. 

678. Treasury pass-book. — A. A sub-office situated at a treasury or 
sub-treasury station must keep a treasury pass-book (Form A. G. G.-8) 
which should contain a complete record of aU sums received from or paid 
into the treasury or sub-treasury ( whether in cash or by transfer). 
Drawings from and remittances to the treasury or sub-treasury in cash 
should be shown separately from drawings and remittances by book 
transfer. 

B. This book should accompany all remittances to, or demands on, 
the treasury or sub-treasury and it will be attested in respect of all 
transactions as they occur by the officer in charge of the treasury. 

G. The treasury pass-book must be kept in the sub-postmaster’s 
personal custody, and he must himself make all the required entries in 
it. 

679. Remittances to, and drawings from, treasury. — A. The rules 
laid down for head office in the Posts and Telegraphs Initial Account 
Code, Volume I, should be followed except that — 

(i) the receipts or vouchers prescribed for use by sub-offices in 
respect of remittances to, and drawings from, the treasury 
(district or sub ) — (Forms A • C. G.-13 and A. 0. G.-14), 
should be prepared m triplicate by the sub-postmaster him- 
self, the original and duplicate copies being sent to the 
treasury (m charge of some trustworthy official who has 
given security) and the triplicate copy on the reverse of 
which the official selected for the purpose should acknow- 
ledge receipt of the amount or vouchers being retained on 
record in the sub-office ; and 

(u) the duplicate receipt or voucher, which will be returned by 
the officer in charge of the treasury, duly signed or with a 
note of payment written across it m as the case may be, 
should be examined also by the sub-postmaster to see that 
the amount remitted by him has been acknowledged or 
that received corresponds with the entries in the voucher. 
It should then be forwarded by first post in the account bag 
to the head office. 
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B. When a treasury tempt or voucher has to be cancelled, the wofd 
“ Cancelled ” should be written in ink over the sub-postmaster’s signa- 
ture across all the three copies. The original and duplicate copies should 
he sent to the head office duly entered on the reverse of the s.-o. daily 
account, while the triplicate copy should be kept on record in the sub- 
office. 

Note.— When a turn exceeding an amount p> be fixed by the Bead of the Otrck 
■hat to be void into , or drawn from , a treasury or sub-treasury, the sub-jwstmastsr, if 
posable, should himself go to the treasury. If a olerh it selected, the procedure for 
head offices should be followed. 

680. Purchase of postage stamps.- A. A sub-office at a treasury 
station should purchase postage stamps from the treasury both for sale 
■by &Mf to the public, and for supply to branch offices and other sub- 
offices, ih Compliance with their requisitions. The postage stamps will 
be held as part of the cash balance of the sub-office, or if supplied to 
branch offices and other stib-officee, the amount should be treated as 
remittances to those offices. 

B. When cash is to be sent to the treasury for the purchase of 
stamps, the sub-postmaster should entrust the money to some trust- 
worthy postman or clerk who has given security. The postman or the ' 
- clerk should give a receipt for the cash entrusted to him in the sub- 
postmaster’s receipt book, and should obtain a receipt for the sta mps 
from the sub-postmaster in the postman’s book or desk’s receipt book, 
*as the case may be. 
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CHAPTER 12. 

DISTRICT OFFICERS’ POST BAGS. 

681. Persons entitled to privilege of using District officers' post bag. 

—The privilege of using a “District officer’s post bag” is granted only 
to officers who have to travel on the public service and, except in very 
special cases, only to officers whose" duties require them to travel in one- 
district. 

682. Conditions. — (1) The grant of the privilege is subject to the- 
following conditions, namely : — 

(a) that the sanction of the Superintendent of post offices con- 

* cerned is ‘obtained, 

(b) that a fee of Rs. 12 per annum is paid by the District officer, 

and 

(c) that the bags and padlocks used axe provided at the expense- 

of the District officer. 

(2) In cases in which the officer applying for the privilege has to 
travel in more than one district, the application should be disposed of 
by the Superintendent under the instructions of the Head of the Circle. 

Note. — The Post Office# will supply the bags and padlocks (with duplicate keys) on 
payment in advance, when requested to do so. The bags will be made ol dosuti and 
will be marked transversely on both sides (front and back) with three bioad black 
stripes. 

683. Delivery of post bag at headquarters.— When at headquarters, 
a District officer who has been allowed the use of a post bag will be 
entitled, without further payment, to have all fully prepaid unregistered 
letters, postcards, newspapers and packets received to his address 
enclosed in his bag and delivered to his messenger at the window of his 
headquarters post office. 

684. Use of post bag on tour. — (1) When on tour, the officer will 
be entitled to have all fully prepaid unregistered letters, postcards, news- 
papers and packets received by post to his address by the post office at 
Ms headquarters, sent to him in the post bag through the post office 
which serves his camp. The same bag may be used by him for sending 
irticles of these classes to the post office at his headquarters for the 
purpose of being posted. 

(2) If the officer desires it, he may also have official correspondence 
from and to his office at his headquarters sent in the bag, provided that- 
full postage on such articles is paid in the usual way. 

Note. — Articles from the office of the District officer intended for despatch in the 
post bag should be sent to the post office at his headquarters either with a memo, 
asking that they may be enclosed in the bag or with this request noted in the peon’s 
book of the office. The office of the District officer should also send to the port office, 
each day. a ready-addressed label to be attached to the bag closed by the port office 
on that day. 
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685. Procedure lor enclosing registered articles in post bag.— #L) 

Although a District officer's post bag will ordinarily contain amj nod 
unregistered articles, the postmaster at the headquarters of the officer 
may also enclose in it registered articles, provided that he has 
written authority of the officer to do so. The Post Office will accept no 
responsibility whatever for such articles when once enclosed in the post 
bag. 


(2) When registered articles are enclosed in the post bag, they most 
he accompanied by a registered list. The articles should be enclosed in 
a separate bundle and the list tied on the top of the bundle. It should 
hb arranged with the District officer that the receipts for the registered 
iw j Mlilr should, after being signed by him, be returned in the bag made 
Ktttt Sbe thd post office at his headquarters. 

686. in post bag,— 4Jw«id 

articles foi a District officer mW’biM be.Sseui ha bis j bag, ptotid^L'ihat 
he has advanced money to the postmaster to pay the"postage due on such 
articles. When this is done, an account of the unpaid postage must be 
kept By the postmaster m the prescribed manner. 


687. Despatch and delivery of post bag. — The post bag from the post 
office at headquarters must be addressed to a post office to be named by 
the District officer or his office and the former post office will not dbee 
the bag unless information on this point has been furnished. Ordina- 
rily, tiie information will be communicated in the manner prescribed it. 
the Note below rule 684 and m no case will the post office attend to any- 
thing in the nature of a tour programme. The bag should be forwarded 
to the addressee, entered m mail lists, at the post office to which it ib 
addressed. This post office should deliver the bag to the person autho- 
rised by the District officer to take it over, and then make a note as to 
its disposal against its entry in the mail list, e.g., ‘ ‘Delivered to District 
officer's peon”. It will be left to the Head of the Circle to decide how 
the foe* that such person is authorised is to be determined. Ordinarily 
the possession of the official badge (“chapras” , *‘patta”) will be 
sufficient. 

Nora 1 — This rule may be relaxed under the orders of the Superintendent in very 
exceptional cases. For example, when a District officer is encamped on or near * 
mail line but at a long distance from the post office, the Superintendent m$y 
rise the delivery of the bag to the officer’s messenger at or m the neighbwg»*4 
his camp. When such an arrangement is made, the District officer should be 
informed that the delivery of his bag in this way is authorised entirely at Was Wt 
risk. The Superintendent should decide in each case of this kind ko"r tbo Igftewf’s 
messenger is to be identified and also in what form a receipt is to be fatem for tfee 
bag. 

Nose 2.— In mail lists, the post bags should be classed as unusual mails and entered 
in the column for special hags. t * 

688. Despatch of post bag from camp.— The bag from the DSaifcl 
officer’s camp, which will always be addressed to the post 
headquarters, should be sent from the post office nearest the oUMpk ’Wee 
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latter post office should enter the bag in a mail list (whether it is autho- 
rised to prepare a mail list ordinarily or not) and forward it to the post 
office to which it is addressed. 

689. Method of closing post bag.— A District officer’s post bag 
when despatched to or from the post office at his headquarters from or to 
his camp, must always be either sealed or locked. When a lock is used, 
it should have duplicate keys, one of which should be kept by the post- 
master at ; lie headquarters and the other by the officer in camp. 

690. Procedure on transfer of District officer entitled to post bag.— < 

If a District officer is transferred or proceeds on leave before the expiry 
of the period for which he has paid for the privilege of a post bag, his 
successor may be allowed the benefit of the bag up to the end of the 
period for which the privilege was granted, or the officer concerned may 
be given a certificate entitling him to a continuance of the privilege in 
his new district up to the end of that period. In no case will the fee 
be refunded. 
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CHAPTER 13. 

POSTMEN, VILLAGE POSTMEN, MAIL PEONS, LETTER- 
BOX PEONS AND PACKERS. 

N.B. — l. r Ihe postmaster’s personal duties prescribed in the follow- 
ing rules in this chapter or in any of them may, under the orders of the 
Head of the Circle, be performed by the deputy postmaster, assistant 
postmaster, supervisor or head clerk in the case of head offices and by the 
deputy sub-postmaster, assistant sub-postmasicr, supervisor or head 
clerk in the case of sub-offices : — 

Rules 691, 700, 712, 727 and 732. 

2. 'Delivery work will ordinarily be performed by postmen and 
village postmen When necessity arises, this duly may occasionally be 
entrusted, with the sanction of a Superintendent or head postmaster, 
to a mail peon or any other inferior servant. It must be clearly under- 
stood that the performance of delivery work by an inferior servant as 
a regular part of Ids duties requires the sanction of the Head of the 
Circle. It must also be understood that the performance of delivery work 
by an inferior servant does not give him any claim to be considered 
in superior service. In no case should the payment of money orders 
or the delivery of insured articles be entrusted to any inferior servant 
who has not furnished security. 

3. When a postman, village postman, mail peon, letter-box peon or a 
packer has given security in the form of a personal bond, he is bound to 
give prompt information if a surety dies, or becomes insolvent, or 
changes Ins residence. Failure to report the death or insolvency of a 
surety, when it is known to the principal, will render the latter liable to 
dismissal. 


Postmen. 

691. Head oo^tnwn — H' In the larger offices, there are usually one 
or moio v.*n <L* 'ynalcl head postmen who are entrusted with the 
duty of paying t. m. os. and conveying money to and from the treasury, 
sub-treasury or town sub-onices. Head postmen may also be required 
to take out for delivery articles that have been returned by other post- 
men as unclaimed or refused and to take up the work of any postman 
who may be temporarily absent. 

(2) For the sake of greater security, a head postman may be ordered 
by the postmaster to accompany a postman to whom several insured 
articles or money orders of considerable aggregate value have been 
made over for delivery or payment. 

(3) Head postmen may be employed to make enquiries into minor 
complaints, verify payment of money orders and test the work of post- 
men and letter-b’ox peons when they can be spared for such a purpose. 
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692. Knowledge of postal business. — (1) Postmen are expected to 
know thoroughly the rates of inland postage and commission of money 
orders, the charges for insurance and the fee for registration. They 
should be fully competent to fill up the forms with which the public 
have ordinarily to deal, especially money orders and forms relating to 
the v.-p. system, and be able to describe the principal features and 
advantages of the savings bank, cash certificate, money order, registra- 
tion, and other postal systems. 

(2) Every postman will be supplied, for his personal use, with a 
copy of the Post and Telegraph Pocket Guide. He must be careful not 
to lose this, and, when giving over charge, must make it over to the 
official by whom he is relieved. 

693. Postmen’s badges. — Postmen, when on duty, are required tc 
wear their uniforms, belts or badges and carry their bags. They must 
always keep these articles clean and in good condition. Appearance on 
duty without a * niiorm or a belt or a badge or in a dirty uniform is 
treated as an oifence rendering the offender liable to punishment. 

694. Supply of forms to be carried.— When a postman proceeds on 
his beat, he should carry with him a small stock of money order forms 
(in English and a local Indian language) and forms relating to the 
value-payable system, and supply them to the public when required. 

695. Sale of Stamps. — Each postman who is required to sell stamps 
will be supplied by the treasurer with a small stock of postage stamps 
of the lower denominations (including postcards and embossed envelopes) 
for sale to the public and he should give the treasurer a receipt for the 
stamps in the memo, of stamp advances, against the entry of his name. 
The money realised by the sale of postage stamps should be made over 
by the postman, on his return to the office, to the treasurer, who will 
give the postman a fresh supply of stamps equal in value to the amount 
so received from him. The postmaster will fix the amount in stamps 
to be issued to each postman. 

696. Postman’s book. — (1) Every postman must keep a book in 
form Ms.-27, in which, before proceeding on his beat, he should enter 
the following particulars of the money orders and other articles en- 
trusted to him for payment or delivery : — 


(a) Money orders, registered 
(including insured and 
v.-p.) articles of the 
letter and parcel mails. 


A description of each article, i.e., 
name of payee and amount of 
money order, and also the name 
of addressee of a registered article 
(including insured and v.-p.) and 
its No. 


<6) Advices of payment for 
delivery to the re- 
mitters of foreign 
money orders. 


A description of each document and 
the No. of the money order to 
which it relates. 
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For entry (a), a special column is provided in the form of postman’s 
book. No special columns are provided in the form for entry (b) which 
should be written across the form. If any article made over to a post- 
man appears to be damaged, a remark to that effect be written in his 
book. The total number of telegrams made over to a postman for 
delivery should be entered below the entries relating to other articles. 
The clerks of the departments concerned are required to see that all 
these entries are properly made. 

(2) On his return to the office, a postman should obtain the initials 
of the clerks concerned or the treasurer in the appropriate columns of 
his book, in acknowledgment of all receipts, acknowledgments, cash 
relating to delivered articles, paid money orders, undelivered articles, 
unpaid money orders, and cash which he has made over to the clerks 
or to the treasurer, as the case may be. 

(3) A head postman should also enter in his book particulars of 
drawings from, and payments into, the treasury or sub-treasury and 
obtain the treasurer’s acknowledgment in his book for money drawn 
from the treasury or sub-treasury and paid to him. He must sign the 
treasurer’s cash book ( Form A. C. G-.-2) for money made over to him 
for payment into the treasury or sub-treasury, and on the reverse of 
the lower copy of the treasury voucher which constitutes the office record 
for vouchers made over to liim for drawings from the treasury or sub- 
treasury. When cash is entrusted to a head postman for the purchase 
of stamps from the treasury or sub-treasury, he should give a receipt 
for the amount in the treasurer’s cash book and obtain a receipt in his 
book from the treasurer for the stamps made over to the latter. As no 
special columns are provided - in the postman’s book for entries of these 
transactions, the particulars should be written across the form. 

(41 If a cash remittance is entrusted to a postman, he should enter 
in his book the name of the office for which it is intended, and the 
amount of the remittance if it is sent loose, or, if enclosed in a cash 
bag, the weight of the cash bag. Against the entry, he should obtain 
the acknowledgment of the treasurer or sub or branch postmaster to 
whom the remittance is made over. 

(5) If a postman’s beat extends beyond a single town or village, 
he must, in addition to the postman’s book, keep a village postman’s 
visit book (Form Ms.-86), and perform all the duties of a village post- 
man in connection therewith, and when the Superintendent so directs, 
he will be supplied with a book of receipts, to enable him to accept 
and grant receipts for registered articles of the letter mail. 

Note. — Used-op postman’s boobs should be kept on record in the delivery depart- 
ment. 

A — In tub-offices, a postman mutt acknowledge receipt of the money or vouchers 
made over to him for payment into, or drawings from, the treasury or sub-treasury, on 
the reverse of the counterfoils of the treasury receipts or vouchers. In the case of 
oath entrusted to him, for the purchase of stamps, he must give a receipt in the suo- 
po ft matter’s receipt book. 
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697. Addresses to be noted on articles. — The postman should note 
the name of the addressees on articles made over to him for 
delivery, in every case in which he cannot himself read the language 
in which the address is written. A postman should be careful not to 
receive articles addressed to persons residing in another postman's 
beat, except in the case of an article given to him from deposit for the 
purpose of enquiry, and in this case it should be separately noted in 
his book. The transfer of articles, especially of articles brought back 
undelivered, from one postman to another, without the permission of 
the delivery clerk, is strictly prohibited. 

698. Damaged articles to be noticed. — It is a postman’s duty to 
carefully examine every article made over to him for delivery, and to 
bring at once to the notice of the postmaster any article that is open 
or damaged, or that bears the appearance of having been tampered 
with. Special care must be taken to observe the condition of insured 
articles. 

699. Receipts for articles issued for delivery. — (.3) Postmen must 
sign the registered and parcel abstracts (Forms EP.-33 and EP.-8), 
the registers of v.-p. articles received and also the delivery slips, where 
they may be in use, for the registered letter mail and parcel mail 
articles made over to them for delivery. When signing for the articles, 
the postmen are required themselves to write, in words, the number 
of articles given to them, the total amount to be collected on account of 
any parcel postage or customs duty that may be due, and the total 
amount to be recovered from the addressees of v.-p. articles. 

(2) The postmen are also required to" sign the postage account in 
acknowledgment of the postage due on unpaid articles of the letter 
mail made over to them, and, when doing this, to write, in words and 
figures, the total amount of the postage for which they are responsible. 

(3) No postman is permitted to receive for delivery an insured 
article of greater value than Es. 250, or more than one insured article 
of greater aggregate value than Es. 500. If any such article or articles 
are made over to a postman for delivery, he must report the circum- 
stance to the postmaster. 

700. Book of receipts for intimations and notices delivered. — (l) 
Every postman must keep, in form EP.-53, a book of receipts for in- 
timations and notices delivered in which, before proceeding on his beat, 
particulars of the following intimations and notices entrusted to him 
for delivery will be entered by the postmaster, registration, parcel or 
money order dark, as the case may be : — 

intimations relating to insured articles ; 

intimations relating to v.-p. articles exceeding Es. 50 in value ; 
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notices relating to money orders payable to planters and payees 
in Indian States ; 

notices relating to articles the contents of which have been 
damaged or appear to be contraband; and 

intimations relating to registered articles and money orders for 
residents at hotels, clubs, etc. 

(2) The postman must himself write the name and address of the 
addressee or payee in the appropriate column, and should deliver the 
intimations and notices, with the receipts and acknowledgments in the 
case of insured articles and the acknowledgments and coupons in the 
case of money orders, to the addressees or payees, whose signatures 
should be taken in the book against the entries concerned. 

701. Instructions for delivery. — (1) Each postman’s beat is fixed 
by the postmaster, and he must on no account deviate from the beat 
prescribed. He is required to deliver, if possible, before he returns to 
the post office, all the articles entrusted to him for delivery to persons 
residing within the limits of his beat. 

Note. — Postmen, while on duty, are prohibited from distributing advertisements, 
handbills, trade circulars or notices of any description on behalf of the members of 
the public. 

(2) If the addressee of an article cannot be found at the given 
address, enquiry regarding his changed address should be made from 
the neighbours. If trustworthy information can be obtained, the post- 
man should deliver the article at the new address, if it is in his beat, 
or make a note of the new address on the article, so that it may be 
made over to another postman at the next delivery, or redirected to 
another post-town, as the case may be. If sufficient information re- 
garding the addressee cannot be obtained, the article should be returned 
to the postmaster as unclaimed. 

Note. — For redirection of parcels see rule 189. 

(S) If the addressee of a v.-p. article taken out by the postman for 
delivery is at home when the postman calls and does not at once take 
delivery of it, the postman should require the addressee to sign the 
receipt attached to the intimation to the addressee. The intimation 
should then be detached from its receipt and delivered to the addressee, 
the receipt being pasted into the postman’s book of receipts for intima- 
tions and notices delivered, against an entry of the No. of the article 
to which it relates, which be should make in the book at the time. 

(4) If the addressee of a v.-p. article taken out by the postman for 
delivery is known to be residing at the address marked on the article 
but is not at home when the postman calls, the postman should write 
a remark to that effect on the article. If the addressee is not at home 
or delivery of the article cannot be effected when the article. is given 
out for delivery for the second time, the postman should deliver the 
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intimation to an adult member of the addressee’s household or any 
other person who may be considered to be authorised to receive ordinary 
correspondence for the addressee, under receipt to be obtained in the 
postman’s book of receipts for intimations and notices delivered, against 
an entry of the No. of the article to which it relates, which he should 
make in the book at the time. If the person to whom the intimation 
is to be delivered is illiterate, the postman should write the name of 
that person in his book of receipts for intimations and notices delivered 
and deliver the intimation in the presence of a witness whose signature 
should be obtained in the book. 

702. Realisation of postage before delivery. — A postman is forbidden 
to deliver any article on which any postage or customs duty is due, or 
any sum is to be recovered (as in the case of a v.-p. article), until the 
full amount to be recovered has been paid. He is not obliged to give 
change. If any unnecessary delay occurs in the payment by the 
addressee of the charges recoverable on an article, the postman is 
authorised to take the article back to the post office. 

703. Receipts of addressees for registered articles delivered. — (1) 
Postmen will be held responsible that receipts and acknowledgments 
for registered and. insured articles of the letter and parcel mails deliver- 
ed are in every case signed by the addressee or some person authorised 
or accustomed to receive such articles on his behalf. They should 
require the addressees or their agents to sign the receipts and acknow- 
ledgments (if any) and return the signed documents to them before 
delivery. An article should not be left with the addressee or his agent 
until the receipt has been duly signed and returned. No receipts are 
taken from the addressees of unregistered parcels. 

Note. — Articles addressed to A. B., care of 0. D., should, whenever possible, be 
delivered to A. B., and should only be delivered to C. D. in A. B.’s absence and 
provided that 'C. D. is authorised or accustomed to receive such articles on A B.’s behalf. 
When an article is addressed to A B., care of a general or shipping agent at a seaport 
or Presidency town, the article may be delivered to the agent if it is not known at 
the post office that the article can be at once delivered to the addressee himself. 

(2) When a “Mobilisation” or “Reservist” cover is delivered, the 
signature or mark of the addressee on the receipt should be attested by 
the signature of the village headman, village accountant, school-master, 
or any respectable witness known to the postman. 

(3) If the addressee refuses to sign an acknowledgment, but merely 
signs the receipt, the article should be delivered and a remark regarding 
the refusal should be written on the acknowledgment. 

(4) The postman should see that the receipts and acknowledgments 
of insured articles delivered are signed in ink. 

(5) All receipts and acknowledgments must be made over to the 
responsible clerks concerned on the return of the postmen to the post 
office ; but in the case of receipts for parcels and other articles on which 
postage or customs duty, with the relative postal fee or redirection fee 
has been realised, the postmen should first take them to the treasurer 
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and make over to him the money realised on these accounts. The 
treasurer will acknowledge receipt of the amounts in the postmen’s 
books and return the receipts to the postmen, who will then hand the 
receipts without delay to the parcel clerk. If the duties of the treasurer 
are performed by the parcel clerk, the postage and other charges realised 
on parcels delivered should be paid to the clerk appointed to receive such 
collections. 

Note — I n offices where delivery slips are used, the treasurer (or other official) 
will acknowledge receipt of the amounts in the delivery slip instead of in the post- 
man’s book. 

704. Delivery to illiterate addressees. — (11 If a registered article of 
ihe letter or parcel mail is delivered to an illiterate addressee, his 
seal or other mark should be taken on the receipt and acknowledgment 
(if any) and attested by the postman. 

(2) If the addressee of an insured article is illiterate, his thumb- 
impression, seal, or other mark should be obtained on the receipt and 
acknowledgment in the presence of a resident witness who should be 
required to attest it with his signature. 

704/1. peiivery to a pardanashin woman. — A registered or insured 
article addressed to a pardanashin woman should be delivered under 
the condition laid down in rule 706 (5). 

705. Delivery of insured articles addressed to minors. — An insured 
article addressed to a minor should always be delivered to him in the 
presence of the person in whose care he may be living at the time and 
after his signature or thumb-impression on the receipt aud acknowledg- 
ment has been attested by that person. 

706. Payment of money orders.— (1) The register of money orders 
received must be signed by the postmen in acknowledgment of the 
money orders and cash made over to them for payment, the total 
amount of cash given to each postman to pay money orders being 
written by him in words and figures over his signature. 

(2) Before paying a money order, the postman should require the 
payee or the person authorised by the payee in writing to receive 
money orders on ms oenaii and to sign tne receipt and acknowledgment. 
If the name of the payee’s father is given in the money order, the 
payee should be required to sign it thus — “A, son of Z”. On the signed 
receipt and acknowledgment being returned to him, the postman should 
pay the amount of the order and detach the coupon which should be 
left with the payee. The postman should then himself sign the money 
order as the official by whom payment was made, and note the date of 
payment in the places provided for these purposes. 

Motf— -T n the rase of on unclaimed op refnsed money order which is repaid to* 
ths remitter, his signature should be taken only on the receipt. The acknowledgment 
And coupon should be detached aud handed over to the remitter. 
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(3) All money orders given out for payment must, as an absolute 
rule, be returned (together with the acknowledgments) to the money 
order clerk, and the money (if any) remaining undisbursed to the’ 
treasurer, before the office is closed for the day. The accounts between 
the postmen, the treasurer and the money order clerk must be adjusted 
before the close of the office. 

Exception. — I lie disposal of acknowledgments relating lo money orders issued in 
favoui of o/lite s of Government or of District. Local or Municipal Boards, is governed 
in some cases by special rules which provide for the retention of the acknowledg- 
ment by the payees. To these acknowledgments, the procedure prescribed in this para- 
graph does not apply. 

(4) If the payee of a money order is illiterate, his thumb-impres- 
sion, seal or other mark should be obtained on the receipt and acknow- 
ledgment m the presence of a resident witness who should be required 
to attest it with his signature. When the payee’s thumb-impression- 
is taken, the following procedure should be followed : — 

All grease and dirt should first be carefully removed from the- 
ball of the left thumb, which should then be wiped dry, 
laid on the special ink-pad provided for the purpose, and 
very lightly rolled from left to right until it is sufficiently 
inked. The thumb should then be placed on the paper 
and a complete impression obtained by rolling it very 
lightly once from left to right. If the thumb is rubbed or 
allowed to slip either on the pad or paper, a good impres- 
sion cannot be secured. It is always advisable to take 
one or two experimental impressions on waste paper before 
finally impressing the thumb on the document. 

Before proceeding on his beat, a postman should be careful to see 
that there is sufficient printers’ ink in the special ink pad supplied to 
him for taking thumb-impression to last during the entire period of 
his absence from the post office. The pad should be replenished with 
ink from the post office whenever necessary. 

Note 1 . — When the amount of a money order payable to an illiterate villager is- 
less than rupees, and there i3 so literate man in the village to witness the pay- 
ment, Ihf* mo 'ey ovder may be paid in the presence of an illiterate witness, whose 
thumb-impression should bo taken on the money order including the acknowledgment 
in attestation of payment. In every such case the name of the witness should be 
written on the money order by the postman by whom it is paid. 

Note 2. — Vv'hen the amount of a money order payable to an illiterate villager is 
five rupees or more, and no literate witness is available in the village, payment should 
he duly attested by securing the left thumb-impression of the headman of 
village' on the money order, and his name should be written thereon by the postman 
by whom the money order is paid. 

Note 3. — If the payee of a money order he a blind person, the procedure to be 
followed in respect of an illiterate payee should be observed in his case. 

(5) When the payee of a money order is a pardanashin woman who 
has not an agent appointed in writing to receive money orders on her 
behalf, her signature (or mark, if she is illiterate) should be attested 
by a respectable witness (ordinarily a relative known as such to the* 
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postman), and payment should be made to the witness. When the 
witness is not personally known to the postman, he (or she) must, 
before receiving payment, be identified, and the person who identifies 
aim (or hart bhould be required to sign the money order as a witness to 
the payment. 

(6) When money orders are paid by postmen who serve villages 
outside post-towns, the signature of the headman of the village or of 
the village accountant or other respectable resident of the place where 
payment is made, must, in every case, be taken on the order in attesta- 
tion of the payment, whether the payee is illiterate or not. 

(7) A postman who asks for, or receives, a commission or present 
on paying a money order is liable to dismissal. 

A. In sub-offices, the cash on account of money orders remaining 
unpaid should be made over by the postman to the money order clerk. 

707. Money orders addressed to minors. — (l'l Whce the minor is 
under years of discretion and is living with his parent or lawful 
guardian, payment should be made to the parent or guardian on his 
signing the money order on behalf of the minor. 

(2) Where the minor is under years of discretion and is not living 
with his parent or guardian, and the parent or guardian cannot be as- 
certained, payment should be made to the person in whose care and 
custody the minor for the time being is, subject to such person signing, 
in addition to the money order, an agreement of indemnity under- 
taking to indemnify the Post Office against all adverse claims in res- 
pect of the amount of the money order so paid. In the event of his 
refusing to sign such a bond, payment should be withheld and the 
money order should be taken back to the post office. The prescribed 
form of agreement should be obtained from the postmaster. 

(3) Where the minor is old enough to understand the nature of the 
transaction, payment should be made to the minor himself. 

Note.— -A stamp duty of eight annas will be payable on the agreement of indemnity 
prescribed in paragraph (2) of this rule, the stamp being provided by the person who 
executes the agreement. If a different rate of stamp duty bo in force in any Circle, 
the Head of the Circle will issue necessary instructions, A single agreement of in- 
demnity may be taken in respect of more than one money^ order paid at one time by 
a post 'office* to one and the same person on behalf of a minor. 

707/1. Payment of money orders addressed to lepers.— (1) Where 
the leper who has lost his fingres is living in any asylum, payment will 
be made to the head of the instiWon cn his signing the money order 
on behalf of the leper. 

(2) Where the leper is living with his parents, relatives, or friends, 
payment will be made to the responsible person with whom the leper 
resides, in the presence of an independent responsible witness who 
should be required to attest the signature or thumb-impression on the* 
form. 
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70S. Payment of telegraphic advices.— (1) When a t. m. o. receipt 
is made over to a postman with cash to pay the amount to the payee, 
he should sign the register of telegraphic money orders received in the 
manner prescribed for ordinary money orders. Before the amount is 
paid to the payee, the latter should be required to sign the t. m. o. 
receipt and acknowledgment, and the t. m. o. receipt should also be 
-signed by the postman as the official by whom the payment was made. 
If a private communication from the remitter appears on the t. m. o. 
receipt, the portion of the form (below the acknowledgment) contain- 
ing the communication, should be detached from the t. m. o. receipt 
and handed over to the payee along with the amount of the t. m. o. 
The signed t. m. o. receipt and acknowledgment should be returned by 
the postman to the money order clerk in the same way as an ordinary 
paid money order. 

(2) Special care must be taken to have payees of t. m.* os. who are 
not known to the postmen, satisfactorily identified {see rules 706 and 
709). 

709. Responsibility for correct delivery of articles and payment of 
money orders. — (1) Postmen are responsible for the correct delivery of 
all articles and the correct payment of all money orders entrusted to 
them. In all cases of doubt, the postman must satisfy himself as to 
the addressee’s or payee’s identity by making proper enquiries before 
delivering the article or paying the money order. 

(2) In the case of uninsured registered articles of the letter mail 
and registered parcels, if the addressee is not personally known to the 
postman, delivery should be made in the presence of a rc a pectaMe 
witness reading in the locality, whose name should be noted on the 
receipt. In the case of insured articles for a person unknown to the 
postman, the same procedure should be followed, but the witness in 
whose presence delivery is made must also be able to identify the 
addressee. 

(3) Money orders in favour of ■persons not permanent iy resident 
within the jurisdiction of the office of payment or personally known to 
the postman should be paid only on satisfactory proof of the identity 
of the claimant with the person named in the monev order. The in- 
formation obtained from the person who identifies the claimant must 
be such as will enable the officials of the post office to readily find the 
payee again, should any mistake or fraud have occurred, and, with 
this object, the permanent address of the payee, as vouched for by the 
person who identifies him, must be noted on the money order by the 
postman. The identifier should be asked to sign his nama on the 
money order as an attesting witness to the payment. If he refuses to 

•comply with this request the postman should exercise greater care in 
accepting the identification as genuine. If fully satisfied on this point, 
ihe postman should, when making payment, note the name of the 
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identifier on the money order. A postman is not authorised to pay a 
money order to any one personally unknown to liim uulesb and until 
he has been satisfactorily identified by some trustworthy person known 
to the postman, and it must be understood that the statements of such 
persons are not to be accepted without full enquiry as to his actual 
knowledge of the claimant. He should always be asked to explain 
how he 'iceprno acquainted with the claimant and how long he has 
known him. It should not be considered sufficient evidence of the 
right of a claimant of a money order that the money has been remitted 
in response to a telegram sent by him. 

(4) in any case in which the postman is not fully and clearly satis- 
fied as to the addressee’s or payee’s identity, he should not make deli- 
very or payment, but adopt the safer plan of taking back the registered 
or insured article or money order to the post office, at which the person 
who claims to be the addressee or payee should be requested to call for 
the purpose of obtaining delivery or payment. 

(5) Whenever an article is delivered, or a money order is paid, in 
the presence of a witness, or is taken back to ihe post office because 
the postman is not satisfied as to the identity of the claimant, the post- 
man should report the circumstances immediately to the clerk con- 
cerned and also to the postmaster. The precautions mentioned above 
are specially necessary in the case of articles and money orders for 
Indians, but not so much in the case of articles for delivery or money 
orders for payment at the residences of well-known persons (Indian 
or European). 

710. Loss of articles to be reported. — (1) If a postman loses a money 
order, a registered article of the letter mail, or any parcel mail article, 
he should return immediately to the post office and report the loss to 
the postmaster. 

(2) If any other article is lost by a postman, the fact should be 
reported by him on his return to the post office. 

711. Return of undelivered articles. — (1) L'ostmen are required to 
return to the clerks concerned, at the hour fixed by the postmaster, 
all the articles that they have been unable to deliver. A postman may 
in no circumstances keep an article in his possession more than twenty- 
four hours. When a paid unregistered article or a registered article of 
the letter or parcel mail or a money order entered in the postman’s 
book (M.-27) is brought back undelivered or unpaid, a remark stating 
why it was not delivered or paid should be written briefly on its back 
ly the postman who should also note his No. on the article and copy 
the remarks in his book. If there are reasonable grounds for t hinkin g 
that a returned article can be delivered at the next delivery, it may, 
after examination, be handed back to the postman. 

(2) Undelivered unregistered articles of the letter mail must be 
returned by the postmen to the postmaster or to the official to whom, 
this duty of the postmaster has been delegated. 
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Nous. —If the addressee of a v.-p. article refuses to take delivery of the intimation 
relating to the article, when. it is presented to him, the postman should note this 
fact as well as his No. on the intimation. 

712. Payment of postage and sums realised from addressees. — (1) 
The postage due on articles of the letter mail returned by each post- 
man will be entered in the postage account by the postmaster, and the 
delivery clerk will deduct this amount from the amount of postage 
charged therein to each postman and strike a balance. The postman 
must pay the amount of this balanee at once in cash to the treasurer 
who will initial the postage account in acknowledgment of having 
received the money. 

(2) The charges realised on registered parcels delivered should be 
paid to the treasurer according to the procedure laid down in rule 703. 
Postmen are prohibited on pain of dismissal from paying any sums on 
account of postage, postal fee or customs duty to the delivery or parcel 
clerk. The sums realised on account of v.-p. articles delivered should 
be paid to the clerk (registration or parcel), by whom the v.-p. articles 
were made over for delivery, and his receipt taken in the postmen’s 
books. 

713. Penalties for detaining articles. — A postman who wilfully 
detains or delays any postal article in his possession or wbo returns 
an article falsely representing it as undeliverable, renders himself 
liable to severe penalties under the Post Office Act. 

714. Penalties for neglect of duty. — A postman found guilty of 
habitually loitering on his beat, or employing the agency of unauthoris- 
ed person, or persons unconnected with the Post Office, to deliver 
articles entrusted to him for delivery, or otherwise neglecting his duty, 
is liable to dismissal or prosecution in a Court of Law under the Post 
Office Act. 

Village postmen. 

715. Duties of village postmen.— (1) Village postmen are delivery 
agents who cannot usually return to the post office in time to have 
their accounts adjusted on the day on which they proceed on their 
beats. They are employed to deliver articles the addressees of which 
live beyond the limits of the postmen’s beats, and to collect unregister- 
ed and inland registered articles of the letter mail for despatch. They 
are supplied with postage stamps for sale to the public under the rules 
governing similar supplies to postmen, and may also be authorised bv 
the Superintendent to pay money orders. 

(2) Each village postman is supplied with a route list (Form M.-531 
showing the names of the villages to be visited by him . In the case 
of fixed or combined fixed and unfixed beats, the route list will be 
accompanied by a map of the beat and will also show the route 5o be 
followed by the village postman, the days fixed for his departure from 
.'and return to the post office, the day on which each village should be 
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visited by him and the villages in which he is allowed to halt. All these 
particulars must be committed to memory by the village postman. 
■Village postmen are under the immediate control and orders of the- 
postmaster. They are required to dress neatly and cleanly, and, when 
on duty, to wear their belts and badges and carry their bags. 

(3) Should a village postman ever notice any damage to a telegraph 
line, the nature and position of the accident should be reported by 
him, as soon as possible, to the nearest post office. 

Note. — The term “village postmen” mentioned in this rule includes postmen 
and extoa- departmental delivery agents not serving all the villages m their beats daily. 

716. Knowledge of postal business. — (1) Village postmen are 
expected to know thoroughly the rates of inland postage, the charges 
for insurance and commission on money orders, and the fee for registra- 
tion. They should be fully competent to fill up the forma with which 
the public have ordinarily to deal, especially money orders and forms 
relating to the v.-p. system, and be able to describe the principal 
features and advantages of the savings bank, cash certificate, money 
order, registration and other postal systems. 

(2) Every village postman will be supplied, for his personal use, 
with a copy of the Post and Telegraph Pocket Guide. He must be 
careful not to lose this, and must, when giving over charge, make it 
over to the official by whom he is relieved. 

717. Village postman’s register. — (1) When a village postman is 
about to proceed on his beat, all the articles to be delivered by him will 
be made over to him by the sub-account clerk. The address of every 
registered article of the letter mail and every parcel mail aiticle should 
be written by the village postman in his register (Eorm Ms.-85) where 
he should also enter the No. of each registered article of the letter and 
parcel mails as well as the total numbers of paid unregistered articles 
of the letter mail and telegrams. The total amount of postage due cn 
the unpaid articles of the letter mail should be entered by him in the 
register m the column provided. 

(2) Whenever intimations relating to insured or v.-p. articles, oi 
notices relating to money orders payable to planters and payees in 
Indian States, are made over to a village postman for delivery, parti- 
culars of the intimations and notices will be entered by the sub-account 
clerk in the village postman’s register, and the village postman must 
himself write the name and address of the addressee m the appropriate 
column. The village postman should deliver the intimations and 
notices, with the receipts and acknowledgments, in the case of insured 
articles, and the acknowledgments and coupons, in the case of money, 
orders, to the addressees whose signatures should be taken in th»' 
register against the entries concerned. 
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(3) Money orders for payment by a village postman will be made 
over to him by the sub-account clerk and the cash to pay the orders 
by the treasurer on a written order signed by the sub-account clerk. 
The village postman should enter the payee’s address and the No. and 
amount of each money order in his register (Form Ms.-85). 

(4) The village postman must sign the b. o. summary [Form A.. C. 
G-.-3 (a)] for the articles, money orders, etc., made over to him. When 
signing the b. o. summary he must himself write above his signature, 
m words, the total number of registered and parcel mail articles and 
money orders made over to him, the total amount of postage due for 
which he is responsible in the case of unregistered articles, the total 
charges to be recovered on account of any parcel postage for customs 
duty that may be due, the total amount to be recovered from the 
addressees of v.-p. articles, and should also acknowledge the total 
amount due from him, as shown in column 22 of the b. o. summary. 

A. In sub-offices, the cash to pay money orders will be given to a 
village postman by the money order clerk. The village postman should 
write the amount received by him in words and figures over his 
signatme in the last column of the register of money orders for pay- 
ment by village postmen. 

713, Viliams postman's visit Look. — (1) Before proceeding on bis 
beat, the village postman must enter in his visit book (Form Ms.-86) 
the date and day of the week on which he leaves the post office and 
the names of all the villages that he is required to visit regularly in the 
order in which they are to be visited. As each village is visited, he 
should have the date and day of the week on which the visit is made, 
entered in his visit book by the headman or other responsible resident 
of the village whose signature should also be taken in the book in 
attestation of the entry. The date on which he returns to the post 
office should also be entered in the visit book. 

(2) If the headman of a village cannot write and there is no other 
literate person available, the entries of the date and day of the week 
on which the village is visited, may be made by the village postman 
himself, the entries being attested by the seal or thumb-impression of 
the headman or other responsible resident of the village. 

(3) In the case of a beat which is not wholly or nearly wholly fixed, 
the sub-account clerk will himself enter in his own hand in their 
proper order all the villages to be visited. 

(4) If a remittance in cash is entrusted to' a village postman, 
particulars of it should be entered by him in his visit book, and against 
the entry he should obtain the acknowledgment of the treasurer or sub 
or branch postmaster to whom the remittance is made over. 
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719. Village postman’s bag. — When a village postman proceeds on 
his beat, he is required to carry a bag, provided with a lock but in 
other respects similar to that used by a postman, in which he must 
place the articles entrusted to him for delivery. The keys of the letter- 
boxes situated in the villages which he is about to visit and, if any of 
these letter-boxes are provided with changeable plates, the proper 
plates will be made over to him by the sub-account clerk, together 
with some inland money order forms, ordinary and v.-p. 

720. Delivery of articles and payment of money orders. — (1) When 
a village postman reaches a village at which he has unregistered articles 
to deliver, he should deliver them. 

(2) If he has any registered articles of the letter or parcel mail fat 
delivery, or money orders for payment, he should deliver or pay them 
according to the rules laid down for the guidance of postmen, but, in 
the case of money orders for payment, the signature of the headman 
of the village, or the village accountant or other respectable resident of 
the place where payment is made, must also be taken on the order in 
attestation of the payment, whether the payee be illiterate or not. When 
a money order is in favour of a person not permanently resident in the 
village or personally known to the village postman, steps should be 
taken to obtain satisfactory proof of the identity of the claimant with 
the person named in the money order, according to the instructions 
given for the guidance of postmen. 

(3) If the addressee of a v.-p. article taken out by the village post- 
man for delivery is at home when the village postman calls and does 
not at once take delivery of it, the instructions contained in rule 701 (3) 
for the guidance of postmen should be followed. If the addressee is 
actually living at the address marked on the article, but is not at 
home when the village postman calls, the instructions in rule 701 (4> 
for the guidance of postmen should be followed. 

(4) In dealing with “Mobilisation” and “Reservist” covers, the 
village postman should be guided by the pamphlet containing rules on 
the subiect. 

(5) A village postman who asks for or receives a commission or 
present on paying a money order, is liable to dismissal. 

Note. — Iiule 706 (4) applies also to village postmen. 

721. Book of receipts. — Each village postman will be supplied with 
a book of receipts for the purpose of granting receipts to the senders of' 
articles of the letter mail that are registered by him. The office date- 
stamp with the date type omitted, should be impressed on each receipt 
in the book as well as on its counterfoil; the village postman should 
fill in the date when preparing the receipt. 

Note. — The Superintendent may withdraw the book of receipts from those village- 
postmen who do not usually receive registered articles for despatch. 
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722. Articles collected for despatch.— (1) The villas postman should 
receive from the villagers any unregistered articles of the letter mail 
that may be tendered to him for despatch, and he should clear any 
letter-box there may be in the village. The number of paid and un- 
paid unregistered articles received from villagers or cleared from the 
letter-box should be entered by him in his visit book. 

(2) If a letter or packet is tendered for registration, he should 
examine it to see that it is properly closed, and that postage stamps in 
full payment of the postage and registration fee are affixed to it. He 
should enter particulars of the article in his book of receipts, sign the 
receipt and its counterfoil and enter the date in the stamp-impression 
thereon, and then detach the receipt and hand it to the sender of the 
article. 

(a) All articles, whether taken from the letter-box or collected from 
the residents, should be placed by the village postman in his bag. On 
his return to the post office, the contents of his bag will be counted 
and examined by the sub-account clerk and compared with the entries 
in his visit book and book of receipts. 

(4) The registered articles should be made over b'y the village 
postman to the sub-account clerk, from whom he will receive the 
receipts for the senders issued by the registration clerk, and these 
leceipts should be pasted by the village postman to the corresponding 
counterfoils in his book of receipts. The village postman will be res- 
ponsible for obtaining from the sub-account clerk the receipts issued 
by the registration clerk for articles registered by himself. 

(5) A village postman may not receive money from the public for 
the issue of a money order. 

723. Signed receipts and acknowledgments.— (1) The receipts and 
acknowledgments for the articles delivered and money orders paid, and 
the amounts recovered from the addressees of v.-p. articles and of letters 
or packets containing dutiable goods, should be made over, immedi- 
ately on the return of the village postman to the post office, to the 
sub-account clerk, whose initials should be taken in the village post- 
man’s register in acknowledgment of receipt of the cash and documents. 

(2) In the case, however, of receipts for parcels on which postage 
or customs duty, with the relative postal fee or redirection fee, has 
been realised, the village postman must first take them to the treasurer 
and make over to him the money realised on these accounts. The 
treasurer will acknowledge receipt of these sums in the village post- 
men’s registers, and return the receipts to the village postman who will 
then hand hem without delay to the sub-account clerk. 

Note. — Rule 703 applies also to village postmen. 


9U 


Chap. 13] POSTiIEN, VILLAGE POSTMEN, ETC). [723-725 


A. In sub-offices, the village postmen should make over cash 
collected on account of parcel postage , redirection fee and customs duty, 
with the relative postal fee, to the sub-postmaster. 

724. Undelivered articles and unpaid Money orders. — (1) The 
articles brought back as undelivered, together with the receipts and 
acknowledgments (if any) and the money orders brought back as un- 
paid, should be made over, immediately on the return oi‘ the village post- 
men to the post office, to the sub-account clerk. The cash for unpaid 
money orders should be made over to the treasurer under receipt in 
the village postmen’s registers. The initials of the sub-account clerk 
should be taken in the village postmen’s registers in acknowledgment of 
receipt of the articles, documents and money orders. 

(2) A remark explaining why each article could not be delivered, 
should be written on it by the village postman, and in the case of a 
paid unregistered article entered in his register or of a registered article 
of the letter or parcel mail, the remarks should be copied into the 
register. In the case of a money order brought back as unpaid, a 
remark stating why it was not paid should also be written in the register. 

(3) If in any case a village postman’s explanation for not delivering 
an article or paying a money order is unsatisfactory, he will be directed 
to make further endeavours to find the addressee or payee. When an 
article or money order is given to a village postman a second time for 
delivery or payment, a fresh entry of it should be made by him in bis 
register. 


A . In sub-offices, the cash for unpaid money orders should be made 
■over by the milage postmen to the money order clerk under receipt to 
■be taken in their registers. 

725. Adjustment of accounts of postage. — The village postman’s 
register will show the amount for which he is liable on account of 
postage due on unpaid articles of the letter mail entrusted to him for 
delivery. When he returns to the post office, the postage due on such 
articles brought back undelivered will be credited to him in his register, 
and he must pay the balance due from him, as entered by the sub- 
.accoxmt clerk in his register, at once to the treasurer, who will give 
him a receipt for the amount in the register. These items will also be 
entered in the b. o. summary. On no account should any balance be 
allowed to remain at the debit of the village postman after his return 
from his beat. 

4. In sub-offices, the amounts collected on account of postage due 
on unpaid articles of the letter mail should be made over by the village 
postmen to the sub-postmaster under receipt to be taken in their 
-registers. 
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Mail peons. 

726. Duties of mail peons. — (1) Mail peons are employed in post 
offices situated at or near railway stations, where there are no mail 
offices, for the purpose of conveying mails from and to the railway 
station, exchanging bags with the Railway Mail Service and clearing 
letter-boxes located at railway stations. They will be supplied with 
postage stamps for sale to the public, under the rules governing similar 
supplies to postmen, provided that they are not employed to deface 
postage stamps affixed to articles posted for despatch. 

(2) A mail peon should be able to recognise the seals on bags made 
over to him and to check the number of bags entered in mail lists. He 
will be responsible for the number and condition of the bags received 
by him from the post office to be made over to the Railway Mail 
Service, and that all the bags received from the Railway Mail Service 
are brought to the post office intact and without delay. He must bring 
to the notice of the postmaster, immediately on his arrival at the post 
office, any defects or discrepancies that may be noted in the condition 
or number of the bags received from the Railway Mail Service and, 
if practicable, any defects or discrepancies should be pointed out at the 
time to the official in charge of the section. 

(3) Bags containing return-train mails will be made over to the 
mail peon, under receipt, by Railway Mail Service sections with the 
original and duplicate copies of a mail list. On arrival of the train to 
which the mails are to be delivered, the mail peon should hand them 
over, with the original and the duplicate mail list, to the head sorter 
of the section to which they are addressed, and the latter will return 
the duplicate copy of the mail list, duly receipted, to the mail peon, 

. who will make it over to the mail department for record. 

Note. — Mail boxes kept at railway stations for keeping bags must be provided 
with double locks. The hasps of the hinges of mail boxes should always be fitted 
and fixed to them from the inside. The screws used to bolt t’ e staples to each 
box should be piovided with a nut on the inside of the bo\. When there are two 
mail peons, one of them alone inus-t not 1 e allowed to hold the keys of both the locks, 
which must be of different patterns. 

(4) A mail peon who performs either registration or delivery work 
or both, will be supplied with a copy of the Post and Telegraph Poeket 
Guide for his personal use. He must be careful not to lose the book 
and, when giving over charge, must make it over to the official by 
whom he is relieved. 

Note. — Postmen are sometimes required to perform the duties of mail peons, in 
addition to their own, and m such cases t 1 is rule as well as rules 727 and 728 will be 
applicable to them 

727. Attendance on railway platform. — (1) The mail peon must be 
present on the platform with the mails at least ten nrnutes before 
the arrival of the train by which they are to be conveyed. If there is 
a letter-box to be cleared by him at the railway station, he will clear it 
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and dispose of its contents in accordance with the instructions given 
to him by the postmaster. 

(2) If a service telegram for despatch is made over to the mail 
peon by the official in charge of a section, the mail peon should acknow- 
ledge receipt of it on the third copy and present both copies of the 
message that will be made over to him as soon as possible at the rail- 
way station telegraph office for despatch. The telegraph office will 
retain the original and return to the mail peon the duplicate, duly 
leceipted, winch, on return to the local post office, he should make over 
to the postmaster for record. 

(3) The mail peon should keep a book (Form Ms. -28) in which he 
should note the late arrival of trains, instances in which the mails miss 
the train and all other irregularities connected with the receipt or des- 
patch of mails. 

728. Articles tendered lor registration.— (It A mail peon, specially 
authorised in this behalf by the Superintendent, may receive articles of 
the letter mail tendered at the railway station by railway officials and 
others for registration, and grant receipts to the senders, in the same 
maimer as a village postman. For this purpose, he will be supplied 
with a book of receipts in the form prescribed for village postmen. 

(2) Articles registered by the mail peon should be made over, when 
he returns to the post office, to the registration clerk. The- receipts for 
the senders, detached from the registered journal, will be given to the 
mail peon in exchange for the articles, and he should paste these 
receipts to the corresponding counterfoils in his book of receipts. 

729. Mail peons to be properly dressed. — When on duty, mail peons 
must be cleanly and neatly dressed, and wear their uniforms, belts and 
badges. They must keep these articles clean and in good condition. 
Appearance on duty without a uniform, belt and badge or in a dirty 
uniform is treated as an offence rendering the offender liable to punish- 
ment. 

730. Employment of mail peons as packers.— When mail peons are 
not employed in the duty of exchanging mails with the Railway Mail 
Sendee, their services may be utilised in the post office as packers and* 
outside, on delivery work. 

Note. —See N.B. ofc the beginning of thib Chapter. 

Letter-box peons. 

731. Duties ol letter-box peons. — Letter-box peons are required to 
know the hours at which the letter-boxes in their beats are cleared and 
at which mails are despatched from, and delivered at, the post office. 
It is their duty punctually to clear the letter-boxes in their beats, and 
also to bring to the postmaser’s notice any damage to, or defect in, any 
letter-box that may be observed by them. 
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732. Clearance of outside letter-boxes. — When a letter-box peon is 
about to proceed on his rounds, the postmaster or responsible clerk 
should make over to him the keys of letter-boxes, the changeable hour 
plates (when letter-boxes axe provided with these plates) and a Wag 
in which to place articles found in the letter-boxes. After the last 
letter-box has been cleared, the peon must return without delay to the* 
post office where the postmaster or responsible clerk will receive from him 
the keys of letter-boxes, the hour-plates and the bag. The keys of the 
letter-boxes and the hour-plates must be kept in the custody of the post- 
master or responsible clerk and never given out to the letter-box peons- 
except at the hours fixed for them to leave the post office for the 
purpose of clearing the letter-boxes. 

733. Letter-box peons to be properly dressed.— When on duty, 
letter-box peons must be cleanly and neatly dressed, and wear their 
uniforms, belts and badges. They must keep these articles clean and 
m good condition. Appearance on duty without a uniform, belt and 
badge or in a dirty uniform is treated as an offence rendering the 
offender liable to punishment. 

734. Employment of letter-box peons to carry mails. — (1) Letter- 
box peons, employed in post offices that have town sub or branch offices 
attached to them, may be employed, in addition to their other duties, 
in com eying miiiL io and irom the town sub or branch offices. Their 
services may also be utilised as packers. 

(2) Letter-box peons are not permitted to pay money orders other 
than telegraphic money orders. 

Note.' — P lease see Note below rule 59 of tlie Posts and Telerpapfis Manual, Vol. Y 

Packers. 

735. Duties of packers. — (1) Packers are general assistants in the 
office and must be ready to give their help wherever it is required. The 
chief duties of packers are to stamp articles posted for despatch . or 
received for delivery and to face articles for sorting and examination 
and to assist in packing the mail and closing and sealing mail bags. 
Packers should be able to stamp with rapidity and clearness. They must 
change the type of the various stamps and seals as often as necessary 
and they are responsible that the stamps and seals are kept clean. 
Bag-labels are also in their charge. Except in important offices, dh- 
duties of a packer will be performed by a postman, mail peon or letter- 
box peon. 

(2) As packers have opportunities of stealing, or tampering with, 
unregistered letters with little risk of detection, it is verv important 
that they should be men of good character. 

Nora 1.— When packers aie entrusted with the duty of paying money into, or 
drawing money from, the treasury or sub-troasury, they will be required to give the 
same security* as head postmen. 
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786. Changing ol date and other type and ci?’_s c j <h.— 
Every morning before tbe work of the office begin- , .'.s t. n. .. t 
take impressions of ail the date-stamps and -ea s L.Wm. b‘< or *" > ; 
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the cloth cl the me s i= lentved when necci-u-y. 

(2) It is the packer’s duty to attach the rvoper hie’ 'ir^o.y T i 
string to each bag when the mail is about to prepare 2 * 4 *• r 
and to arrange the bags near the sorting case ir the orc'e- n *\i rh 

they will be packed. "When labels are to be mounted on wtnc< I ic> n 

the work of mounting them must be done by him. 
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RULES RELATING TO MOBILIZATION AND RESERVIST COVERS. 
Treatment of mobilization and eeseevist covb.es. 

1. Mobilization and Reservist covers presented for despatch.— O) Mobiliza- 
tion notices to Tndmn soldiers on leave or furlough and notices to reservists, 
issued by Officers Commanding Indian regiments, will be presented at the 
post office enclosed in special large light yellow and orange covers, 
respectively, conspicuously marked “MoBTLizmoN” or ‘‘Reservist” and 
duly franked bv the Commanding Officers. Such covers, which should bear 
service stamps in full payment of postage plus the usual registration fee of 
three annas, should be registered for despatch under the ordinary rules. 

(2) When a Mobilization or Reservist cover is addressed to a village of 
which there are two or more of the same or a similar name, special 
care should be taken to see that the address includes the name of the thana 
and district in which the village is situated ; otherwise, serious delay may 
occur by the article being sent to a wrong village. 

Non— In the case of notices to reservists, a list in detail will be piesented at the time of 
Doatmff* and each page of the list should, after check with the notices, be stamped with the date- 
stamp and signed by the registration clerk. The signature should be wntten m full and care 
should be taken that it is legible. The stamped and feigred list should be made ov*»r to the person 
who presented it with the usual receipts for the registered artioles 

2. Mobilization and Reservist covers received for delivery.— (l) Mobiliza- 
tion and Reservist covers received for delivery should be sent out without 
any avoidable delay. 

(2) The following procedure should be observed in respect of each clasi 
of covers in the circumstances stated below : — 

(a) In the case of a Mobilization cover.— A. special messenger should 

be employed with the least possible delay in the following 
cases: — 

(t) In all cases where the village postman is absent on his beat at 
the time of receipt of the cover at the post office. 

(ii) When the village postman is present at the time of receipt of 
the cover at the post office but is not expected to be able to 
deliver it within 24 hours of his departure from the office. 

(Hi) When the cover is addressed to a village which U not served 
by any post office. 

Head, sub and branch postmasters will be held responsible that reliable 
messengers are employed, i.e ., men ^ho are known to them, and who can be 
readily found afterwards, should any complaint of delay or non-delivery be 
made. If there is any difficulty in securing the services of a suitable 
messenger, the assistance of the local authorities should be sought. 

When a Mobilization cover has to be sent to a branch office which is in 
charge of a branch postmaster who does not know English or Urdu, the 
note printed at the foot of the cover to the effect that if the village postman 
is absent, the cover is to be delivered by a special messenger, without charge 
to the addressee, should be conspicuously written on the cover, in red ink, 
by the account office in the local Indian language known by the branch post- 
master. 

(b) In the case of a Reservist cover. — If the village postman, to whom, 

in the ordinary course, the cover would be made over for delivery, 
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is absent * Li- beat, the a i tide should be L< pi in tiep ti** 
his return. If the Rtserd-f cov**r is detar t*d lor iron than 
three da^s, a special report* should be inudr to the Superin 
tendent, who a ill hiiusolf that tlu aitiJt '>as not ubjed 

ed to unmvo^ary detention. 

When a Reseni-t ro\» i hap to he sent Co a branch ofiiu% width is in 
Large of a brand }>** i matter who does not know English, the word 
“Reservist” should be conspicuously written on die coier, in red ink, by 
the account office in the local Indian language known by the bra ic*h post* 
Ui ister. 

Non.— The term “vUlu^ po u.ian" \\h*n\er u&td in tins rule jnclad >\u.. 1* pairn rutai 

▼xlUge postman 1 '. 

3* Mobilization telegrams. — Telegrams enclosed in Mobilization covers 
with the word “Telegram” written in red ink below the entry “On His 
Majesty's Service”, or in ordinary telegram covers with the word “Mobiliza- 
tion” endorsed thereon, will be made over to the post office for delivery 
or onward transmi-don, as the case may be, when the message is intended 
for a place situated beyond the free delivery radius of the telegraph office. 
The covers should be registered “On Post and Telegraph Service” in the 
ordinary way except that thr vvords “Mobilization cover” should be written 
across the receipt tor the sender and reproduced on the copy of the receipt 
in the registered joui nal. They should then be treated in the same manner 
as Mobilization cover*- under these rules. 

4. Instructions to special messengers.— Before the special messenger 
employed to deliver a M ibilization cover leaves the office, he should, as in 
the case of a postman or village postman, be required to grant a receipt 
for the Mobilization com*/ in the bianch office summary, registered abstract 
or branch office journal, as the case may be. He should also be carefully 
instructed how to obtain a proper receipt for the cover, and what he should 
do in the event of the addressee not being found in the village on account 
of his having changed his residence, or of his prolonged or temporary absence 
frum the village when liis revised address is, or is not, known. 

5. Delivery of Mobilization and Reservist covers.— Mobilization and 
Reservist covers should be delivered under receipt, the signature or mark of 
the addressee on the receipt being attested by the signature of the village 
headman, the village accountant, school master or any respectable witness 
known to the postman, village postman or special messenger who delivers 
the cover. 

6. Change of residence or prolonged absence of addressee.— (l) If the 
addressee of a Mobilization or Reservist cover has changed his residence or 
is absent from the village and is not expected back for a period of a week 
or more, a remark to this effect should be recorded in the postman's book 
or in the village postman's register, as the case may be. This remark should 
be attested by the signature or seal of the headman of the village or, in 
his absence, of the village accountant or any other village official. If the 
revised address of the addressee can be obtained, full particulars thereof 
should be noted on the cover and in the last column of the village postman's 
register. The article should then be taken back to the post office and 
disposed of according to the revised address without delay. 

(2) In the case of a Mobilization cover entrusted to a special messenger, 
the remark about the absence of the addressee, and his revised address, 
should be recorded by the headman of the village or, in his absence, by any 
other village official, on the back of the registered article receipt. 
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7 Revised address to be reliable and complete.-Tho revise I eddres 
leeorded bv the postman ov village postman on Mobdizatma ot ^esems 
co\er mu!t bo lcliablo and complete. fcverv case in which an incorrect o: 
incomplete levied address has been lecoided should be reported to th< 
“ho vrill take notice of the conduct nt A' official u 

fault. , .... .... 

8 . Temporary absence of addressee.-(i) If a ^eison to w >o i i Mobiliza 
tion oi lhsojvibt covir is addiesceil v* temporal ihf abse i t*cm the village 
•md his luJscd addiess is not krown, the aiticlc should n.\ de over to th 
ht adman of the village, and hi* signature or maik, attest o jv the signature 
of n respectable Witness, taken on the registered aitime leceipc. If the 
headman L not piesent in the village, the letter should oo at ivored to the 
village accountant or any other village official m the manntt declined above 
If delivery is effected in this by a postman or age postman, the 
signature or mark oi the headman, village accountant oi oihci tillage official, 
as the case mav be, should be taken in hi* i agister also, and he shoulc 
note in his roghtn the designation md addiess of the officer by whoix 
the registered covei is franked 


(2) If delivery of a Mobilization cover is effected in this way by a specia. 
messenger, the sub-account clerk, or sub or branch postmaster, as the cast 
may be, should infoim the village postman concerned, on his return to thi 
office, of the particulars of the cover. The village posrm* mould not 
(h se paiticulars in his register tor the pui pose of rule 0 


\oa l i a 1 ! t h «• i i d Mobilization oi Ibrmi't io\cr is d ln^i U the headman of th 
village tin vilhgo iciountant or any nthoi wlla 0 e uncial m the absence of the addressee, ai 
mini iti >i i th prt * n A foun should bo suit to ll sonrler as laid down m rule 11. 


9. Procedure to be followed by postman or village postman on his nexl 
visit in respect of covers disposed of under the preceding rule.- 
(1) If a Mobilization or Reservist cover, deliveied to the headman of the 
village or, in his absence, to the village accountant or any other village 
official under the preceding rule, has lemained undelivered x o the addressee 
for a week owing to his not having le turned to the village, or to some othei 
caiue, the postman or village postman will, on his first visit to the village 
afto r expiry of this period, take back the article and grant a receipt for it ii 
manuscript, to the village officer and make an entiy iu the postman 7 
book or the village postman’s registei, as the case nw be showing whj 
the article has not been deiiv ered. On his return to the M>st office, the 
rhdt* should be handed over, undo rttu.pt, to the srf-u. ornt clerk, o: 
nb or branch postmaster, as the ta^e maj be. 


2) If the revised address of the Indian soldier can be Detained from tii€ 
‘ 1 n the village, or any other village official, full particulars of u 

sin i b on m the postman’s book or in the last column of the village 

i - m vster, in which should also be rhown the dite on which the 
a U w > in n to the headman of the vxPase or o hei village officii 
r “ ( J 1 * '“leh if *as returned L5 him, and the dc ic on which it * c 
1 c oust office. The^e elites should be chec^-J and attested 
n < wfc derk, or sub or bianch postmastei. 




th. moi j . ; * £ J° 5,1 followed at the post office on reLora of c 
the piecwdj tub. The sub-account deik, or sub or branch or - 

II *1 I . Me A 1 U- I * l! ^ . . 


ir 

to ti 
1 n\ 
% 
x 

t » 

Hint 


u 
1 V 
\ 


d. 


r r ' _ ”7 Kji, ouw ui uxctiiuu 

< ^.rv Mobilization or Reseidst cover which 
1 * a village or other v illaae official and b? s 
ole 011 the receipt the caa&e of non-deliv \ 

' / ™ receipt should be scoiod out, t 
v U ,o _ the artitle. BraxmL jiasimasters v 
v /lx? receiT3t to ibeir account office, mI 
11 i* 1 to the account ofiue ..nd note on th 


covers undei 
■x. -ter w Jl 
t ade Mvei 
j 1 ^ brou^hi 
fhc village 
tl e rec upl 
^ 3 alreidj 
roiward t In 
M'e of th« 



100 


\vm\Dix u 


bian n o»h fill u 0 u aim m the bianch otfice journal why it has not 
been deliu *d. 

11. TJnrkar.ed anJ ^directed MobilizatiOii and Reservist covers. 
(!) tJneku d k*l 1 *ct imiib m iked “.Mobilization” or “Reservist 
should be u po-sul oi unlit the oidmary iules except that, as soon a 1 * it i* 
found such n h Uv ci able, intimation in the prescribed foim 

should bo ert tit 1 ol eer bj whum the cover is lianktd, a note being mack 
i*» tie n* bool, 

i r J) * the iJobiii ' »tion or Reset * 1st cover is to be redirected, the revised 
address ut the addie c cce should he legibly uicoided in red. ink, both m 
English and local Indian language on ilie cov* t, and the article should be 
despatched by the fn<t cm. nnt, null, like an uidnnuj icdirected registered 
article. An mtiiiiU’on in tin k icscnbcd foim should be sent to the sender. 

Now —Branch poitimvt l \li> d mi 1 no t English shot <1, v*htn rcturnnuf a Mobili/mon or 
u erviat cover to the auoiut of r ft, no' on lio rtvciso of Uie bianch office daily aucnint th* 
leiBon why it has not been d ’ id uni in casts the af count office will issue the nhmation 
in the send i 

P vyjM^nt vyi> \r>ti WAr cn < ivaois ixotrrep ior the delivery oi uobili* 

ZATIOX COViEs IT! ROUGH SPECIAL MLSSENGERS. 

12 Raymen., ol chaig»s foL delivery of Mobilization covers by special 
messe^jers.— The cea» 0 (*b ro. the delivery oi Mobilization covers through 
special metsengeis should oe paid <m tho letum of the messenger with the 
Mgned receipt oi, in i 10 iu^c of no i lob very, with the undelivered article* 
These charges should be met from the cash balance and treated as a con- 
tingent oblige 

13 . Receipts to be taken from messengers for charges paid.— The receipts 

ta en hum messenof » , r<v h v. paid for I he delivery of Mobilization notices 
should contain a i mm d ol hio date and hour when the Mobilization cover 
was made ovei to t j so lal nicv*en$rci, and of the date and hour when the 
messenger i < 1 uud ( po^ of ice with the addressee’s receipt or the 

undelivered article. 

14. Statement of charges incurred on account of employment oi special 
messengers* — (1) Bofoi e sending out a Mobilization cover for delivery by a 
sp cial mescengei, the bead, sub or branch postmaster should fill in the 
mcessaij puhculais refolding the cover in the prescribed form of state 
nunt, a «i amien of which i-, appended. 

(2) In the case of cliaic--. incurred by a head office, other than first class 
ht id office, the postmc hi, at the cud of each month, should certify at the 
bn t of the statement - 

U<) that all chai t i ic ^red by his office during the month have been 
u ( ludod I* tV s+akrunt, 

' w *»- « *i we^o not unneceisni ily employed, and 

* / 1 1 '<tum cou?i& ueie bent oul within tv>ehe hours after 

* c i 

^ ^ » * h ft) the. iccchd* taken from the special 

1 * w r J ' iiu \o 9 * i i<Jl book and register and (in) the 

i» nun bo j po tm m’s book, should then be sent to the 

t» cetii oL * i > >] 

3) fu 1 r ' ( i>e of < % , inuuicd by a sub or branch office, the f ib oi 

hi i< i”* n c tej s ould ci tie end of the month, sign the certifies* at 

* ^ fo. o iho ^liei.i it and submit the same, together with the ree ?pts 

ta^on f>om 1 i > *’u J and the books mentioned in the preceding 

\x v i ^ * i 1 jC . +?u 'ub-di vision. Charge^ inenied so late 

u ' c V l ., 1 , 11 Vl]1 appear \r the accounts of the office for 
tip next month, °noubi be shown in the next month’s statement fe sib 
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office*, the statements should show the ehaiges incurred on the dates which 
are included in the 8iib-o,hce account tot the same month. 

■« ,. 'll, . I in i (i* i hi t is I it "i ■>' i i.!m t tli sUt mint «( li. iifes incurred 
In h» r*n take 'Hurt tn Hi Hurt 1 llw en.li- with tin niriitlili post uHiee contingent bill tor the 
month la huiUi U* * ait 

15. Statements to be cheeked by Inspector. -It will be the duty of the 

imp/ctor bo w, by an i u 1 1 e book* and registers of postmen 

And village po-tmen, tint too pn »m the village postman was u-toaliy 

Awa\ ou his be it <»i tit ui\ ti-.H ?iuhd/ritM»n cover was received ac the 
ofikl* or that he emnd n >t have efteriod d< livery of the cover within 24 
hours of its receipt at the office, and that the amount paid is reasonable 
with regai d to the distance of the village nt which delivery had to be effect- 
ed. After applying .host checks, tie i*i-pe< tor will sivrn the eeitifiiate on 
eacli statement and send all the statements received from the head, sub and 
bra ach offices in his subdivision, together with the receipts taken from the 
special messengers, to the Superintendent for countersignature and trans- 
mission to the head postmaster. The books and registers, when no longer 
required, should be returned to the head, sub or branch office from which 
they were received. 

16. Statements to be countersigned by Superintendent.— The Superin- 
tendent will check and countersign the statements received through the 
inspectors and will send them, with the pajees’ receipts, to the head office 
as early as possible, The special charges incurred for the delivery of Mobi- 
lization covers should be included in separate abstract contingent bills and 
monthly post office contingent bills, headed “Debitable to Army Depart- 
ment”. Thes-e separate bills should be forwarded, together with the vouchers 
relating to them, to the Head of the Circle for countersignature. 

17. Charges debitable to Army Department.— The special charges incurred 
for tho delivery of Mobilization covers will be debited to the Army Depart- 
ment. 

18. Payment of subsistence advance to Army Reservists.— l. In the event 
only of a General Mobilization post offices should advance under the follow- 
ing procedure a sum of Rs. 3 to each reservist called up to the colours 

2. A reservist will present at the post office a parchment certificate a 
specimen of which is enclosed. The postmaster after examining the entire 
certificate aud satisfying himself that the features, etc., of the person pre- 
senting it generally tally with those described in the certificate, should 
complete portion III by writing the name of the post office in the blank 
space below” ‘The Postmaster’, have it receipted on the margin and detach 
the portions 111 and IV from the certificate. He should then hand back the 
certificate to the reservist with the amount of Rs. 3, retain the portion III 
as Voucher in support of the charge and send the Advance Notification 
fp» rt ion IV) by post to the Controller of Military Accounts of the parti- 
cular district mentioned therein after signing and stamping it with the 
date stomp of the office. The amount thus paid should be charged to un- 
classified payments. The Deputy Accountant-General, Posts and Tele- 
giaphti, of each circle of audit will raise debits for the amount paid plus 
con mission at the rate vf 2 per cent, against the appropriate Controller 
Mil it iry Accounts. 


3 The Officers Commanding Reservists will inform the Head of the Circle 
an tu-illy of the number of reservists res’dent in the various areas fo whom 
cash provision for subsistence advance will he necessary on General Mobilisa- 
tion particularising, where practicable, the post offices at which men are 
nkriy fco attend. When General Mobilisation is declared. Heads of Circles 
sho j d instruct the head poM masters to make arrangements for keeping 
/ offir'M supplied with sufficient funds for the purpose P 
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Specimen of Patch mtvt Certificate. 


r. a. f. 


Serial No, 


I. 


INDIAN AJMY RESERVE. 


Hailway Order. 
Shipping Order. 


GENERAL MOBILIZATION ONLY f 

OFFICE STAMP. 


The- 


eutNorities 'will detach * ret lin Ui ♦ order 

Shipping 


and alter completing it 


C. M V , P. & A. District. Cxlcutta , 

with the amount due will send it to the CM. V. Burra* hide oendt»nt District. Maymyo, 

C.M A . Southern Comma nd, Poon i, 


for settlement. 

The Station Master at 


To 

The Agent, Irrawaddy Flotilla Company at 


The Agent Stoanishu, Compiny 

On presentation of ihi^ order, jr le«*so i uo to Koscrvi^t No.. 
, a 3rd cl *- * t'ckt t by ordinary 


Rank and Name 

passenger train to 

steamer without diet to 


vid, 


Cost ohargeable to Military Department Rs. 
Station 


Date 


Commanding. 


( 


Class ticket No.. 


issued on. 


i# .) 
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Serial No 


\ A. F. Y-1953. 


IK DUJTi rX Lai. ZY " 2 . 




aTE. 


Name o *t 

fielig on. - j 11b * 

Father^ n«.i*u 

Height foe .me lie*. Cnosfc 

Fonner occupation or t'ad© 

Personal appearance 

Particular rwrk* 

Age when t MZisfeued to the reserve 3, t ^r* . 

Village or town 

Date of trctiibfer to the reserve. 


». ^ aitat inches 


•cays. 


Pergunnah 
• District 


Tliis is In « ci ’ify th e ' + the above -j tamed >-oV ,P e * ' « 'c\ y ta« r&fened to the reserve. 
His cl aiaci 1 alsaO to * *1 J * v.ut’fi CuY lined in para- 

graph r T n 1 x XVJI »•, Hectic rions 'o/ the *nT].y ’ di 1 h« * e been complied 
with. 


T»»)iiut. Ii ; 7 i ud * lii- , 


~r. 


19 


Sf ft lz 


< J. 

Kni liVi *able. 1ms form mobt be produ’ c 1 j ^ l Lclutr a 1 ’ie r . »r called op 
101 tiainlnj. . slosbv, HI, in the absence of a s. X&fc.ctc.j espl 1 * t . 1 , institute a 
anilita » v nfeiicc will lender the holder liable to #vj .. t test of it- * 0 ; Locmeni. 
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'taial No* % 

in. 

OENERAL MOBILIZATION ONLY. 
To 

The Postmaster* 


On presentation of this, order please issue to Reservist No Xlank and Nai^e 

.the sum of rupees Three only (Rs. 3) and chc ige the same to the 

O. M. A. • • ............... ...... District. 

Station 

Date Commanding 

Serial No. 

IV. 

GENERAL MOBILIZATION ONLY 

ADVANCE NOTIFICATION. * 

Rupees Three only (Rs. 3) has been disbursed by me to Reservibt No 

Rank and Name on this. day 

of 19 . 

To 

The Controller of Military Accounts, 

* District. 

Note. — This notification will be sent by the Postmaster direct to the C. If. A. as 3oon ,<* 
possible after payment. 


•District in which the Reserve ’ Centre is situated (to be completed by * the officer 
completing reservist’s documents). 
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Statement of charges incurred by the ..poet office on account of 

employment of special messengers for delivery of Mobilization covers, during 
the month of.... 19 . 


1 


2 

3 

4 

5 



Desig- 

Name 





nation 

and 



No. and 

date of 

of officer 

address 



Mobilization 

by whom 

of 



cover. 

the cover 

addressee 

Date of 

Amount 



is 

as given 

receipt 

paid. 



franked 

on the 

in office. 




and 

Mobili- 





name of 

zation 





office of 

cover. 



No. 

Date. 

posting. 







1 

1 



I 


Distance 

of 

the 

village 

from 

the 

post 

office. 


Remarks showing 
dates on which 
tho village post- 
man went out 
on his beat 
and returned 
to the post 
office on each 
trip during 
the month. 



C'eioified that all charges 
incurred by this office during 
the month havebeoa induct- 
ed in the statement, that 
special messengers were not 
unnecessarily employed, and 
that the Mobilization covers 
were sent out for delivery 
within twelve j- hoars tutor 
receipt. 

Head Postmaster, 


bit»d 19 . 


*1 cortify that an exami- 
nation of the postmen’s and 
village postmen’s books 
shows that the men were 
not proceeding on their 
beats in the direction of the 
viilagos for which Mobiliza- 
tion covers were sent out 
by special messengers. 


Inspector, ! 
Sub-Division, 

Dated 19 . 


Certified that the covers 
were sent out for delivery 
within twol vef hours after 
receipt. 


Sub or Branch Postmaster* 


Dated 19 . 


4, Inthe case of first class head offices, this certificate is not required. 

|If, in any case, it was not practicable to send out the covers within 12 hours after 
receipt, tho reason for this should be stated and the certificate modified accordingly. 
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RULES REGARDING THE TREATMENT OP FOREIGN MONII 
ORDERS IN THE INDIAN OFFICES OP EXCHANGE. 


Exchanges open. 

1. Arrangements exist for the direct exchange of sterling money order 
(£«., money orders expressed in pounds, shillings, and pence) with the iol 
lowing countries and colonies: — 


Countries and Colonies. 


Indian Offices of Exchange. 


Great Britain and Northern Ireland* 


Bombay* 


Nyasaland Protectorate 
British Guiana* 
Denmark . 

Egypt* 

Prance* 

Germany* . 

Saudi Arabia 


tt 

tt 

M 

tt 


»* 
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Italy (including the Colony of Erithrea, 
Massowah and Assab) and Italian Somali- 
land (Mogadiscio). 

Malta ...... • 

Australia, Commonwealth of (British), viz., 
New South Wales, Queensland, South 
Australia, Tasmania, Victoria and Western 
Australia. 

New Zealand * 


Caictdfa and Madras. 


Calcutta. 


Norway 

Switzerland 


Bombay. 


9* 


Trinidad* 

Union of South Africa* .... 

Colony and Protectorate of Kenya and Uganda 
Protectorate and Tanganyika Territory* . 
Sudan* 

Iraq* 


Eire (Ireland) 

Fiji Islands (British) 
Zanzibar* . 


n 

Calcutiu 


Bombay. 


Note 1 —In the above list the principal office of exchange is printed in italics. The Bombay 
9&Qc of exchange is the office of the Superintendent, Foreign Post, Bombay. 
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Nora C — ! The a 3 t. order accounts with the countries marked with ai astensl (*) are n^rea 
*• fcLH aid ono wiu* other countnes quarterly 

■\ ore 3— at i ng mo lev ordcis are indirectly exchaiged with sonc of the co mints an^ placet 
r x ted to m clause 237 of the Post and Telegraph Guide through the intermediate agencies of the 
Parti! Admim&tiat ons of other countries, but for purposes of accoui t anu audit buch trans o^s 
a ta a si part of the account with the intermediate Administration 

NO * l — Ike maximum amount for which a single money order r ij be t cha g*d w U tn 
*ou ti s named m the above list is £40 In the case of certain co nines uiln w lii h imm ^ 
or I m nr exchanged through Great Bniain and Northern Irelxnd the limit xatie tiom 
% ) t ) 

No o — 1 Mjnt OTd rs drawn on Italy are advised to Rome tluough the Bon b office while 
ai n o Jem duwn on the Italian Colonies in Afzica (Enthreal end on Ibln i So a ila a are 
i u to 'tiaao a! aid Mo e adi&cio, respectively 

2 Airangements e\ist foi the duect exchange of lupee inone\ oideis 
( money oid^is. expiessed m lupees and annas) with the following 
Vi*ess and countnes — 


Stale > ana Countries 


5 tr 

■O 12 J? • • • 

"QS U~i* . * 

H-»h to *von rt * . 

* pa P pul **— 

v % a '"■& i m* o ^nei os (m lutl n 0 Labuan — Bntibh) 
ill t e JLiu, eJ V y i*y estates o r PenL, Selangoi, 
oh” er P > ~njr], 

v uav Slot ** <j c Kea**i and Pei a* 

* r aiay, fetafcr of Kelan an 
^ ilay Stat } Jol o e* 

Vauritiu 

Ii i 


tue a i 

«. JL 

vi v 

7 ail i 

jiS 




Poa* 1 Admmis- 


Indian Offices of Exchange, 


Bombaj 

Calcutta and Madias 
Maduta and Madia*. 
Calcutta, 

Calcutta , Bombay and 
Madias 

Calcuttr ^nd Bombay 

Calcutta 
Ditto . 

Ditto . 

Bombay. 

Calcutta , B no ay c n 
Madras 
Calcutta 

Ditto 

Calcutta , T \ n 

Bombey 

Bombay 

Du o 

Di to 


• Ditto 

• B h } Bcl^ i a <u> C 

. Djlhj i c(ii 0 N.uraas A jj 
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St xtes \nd Counti les 


flndictii Officcb of 3 xchang 

Gw State* 

Jh u e 

NaLh w ite-* 

Pal a Hite* 

• 


l Ayra, Jhansi, N imeh 
IJ }j mi Itdihvax S t at i ju, 
Gwalxoi R S K O 
Indoie), Bhop 

Ambala and I) 1 i 

Ambala , 3 olhi a t 

poie H 0 

Ambala, Delhi ai 1 1 i ^ 
pore 

i 


Note i — In the above list, the pnnciptl office of exchange is punted m italics 

Nctbi 2— Ahe money order accounts \ ifch the countues nnreed with in a«taisl (*) ait, piepared 
monthly iml those with the othei ccuulnes quaitu.l>, witl the e\c plio oi tli" account with 
Saiawik > hich is f lepaitd hal y early 

> ote 3 — The maximum amount for which a single money ordei mxy be exchanged witli th 
counti es anitd m the abo\e list, is Hs 6C0 

No ^ —Money orders issued m British India aie advised to Damai Nagai A.itl\ and bil\a«a 
thiough b mba\, to Diu through Bombay and Una and to olhei places thiough Bombay and 
Belgium Mo lev oideis issued fiom Goi are adwsed to Bomb xy duung the fa 1 seasui of the 
year a a to BhI^ahu dm mg the monaocn (1st June to 30th beptembci) Moncv ordeis issued 
from Daman dz a U ised to Bombay only and those, fiom Dju to Bombay and Una and from other 
place Poi ugucs Ind t to 1 oinb ly and Belgiu 

No^l 5— Madias is lc ch oi e c an i fo au nail money oiJeis only evenan^ed with 
Ceylo 

NOTi- 6— Sepaiate money oiJn liet? am c eiaigcd with the Delhi o ice by the Dadu office of 
exchange in V e Jhmd State aid vu h the Vrnbila office * the Nandi hit u d Mr mndarganj 
offic s i the Patiala St tie 


List system 

^ Tne office* of exchange in lespect oi oidinaij mone\ oidei c 0* flawed 
with \arioii3 foieign countues, except Gieat Butam and Noithein Iieland, 
Fiance, Gen my, Ene (Lelind) md Poitu b uese India commun c ite to 
on anotho, by the fiist aim l able mad, the naiticulaiB oi none ende 
issued, by mean-, oi lists (roim T At 0 1) In lespect of Lionet oidc * 
exc’ c. jLged with the countues named aboxc, the paiticulais of mone\ < cei 
iss can ab:> simila lv communicated b\ means of li*ts which are «eii In 

each ?iad , and in + 1 e event of theie being do money oideis to c unmunicxte 

blank lists aie advised The h*ls de- latched iiom each office oi extl an«*L 

aie imLciod ui coioeeil e senes co nmoncmg with No 1 fiom t ir ft { 

3i*t each calendax jear 

1 *esned oi ai mail monej oidus exchanged with taiiou* foio ^ 

tc u a * U w >k b o 1 c (I mge similnl-y comm n c«,L to ^ anot/i* tin 

ic h nioiej c dc ^ >ed b) n h oi hst i 1 "ie 1 

i 1 N O i i fen d J o e \ no<e * * a c Cois Id ai 

s 1 ^ ^ ' »-i mnde o tL< top of 1 1 li^is which a i ui qq °d accoiJm^ 

t t ^ e-> d s ct Horn that oi o eft n hsf^ um v,nci with Ko 

1 i xob o id u ve^i, d uo n« u u, * a blr ti 


Note 1 — Li»t3 oi non \ ci e 
of leef* pt giv n to t £ i m l r 
accompanied by the original i 
ar friwaiaed to the offices of d* 


c' i ed wiih VI n **nd t>urna l c- i U) Scuil No, (<•) No 
( ) m 1 1 of i del .md {/) m * tl t off c of n>hue and are 
v c I is wh ch oftpr chc k by the it ecu mg office of exchang 
atmaiion for paym 


h ID 2 — "1 

CO 1 JLll\ <5 


1 *fcs o cha? & d wiuii Indian States aie s i bi monchly and are numbered in a 
co nmeucmg with No 1 from the I** o p month 


7 to f 3i the treatment of mwarl monei ordeis advised hi Indi u States are 
m Vp-3 1 x V. o the Po a ts ai l TeUji t I M il ^o^ m V 


coi 
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Note 4.— V.*p. (trarlp-eharge) money orders exchanged wii.li Great Briiain and Northern Ireland, 
Sire (Ireland), Zanzibar, Malaya [Straits Settlements (including Labuan-British) and the Federated 
Malay States of Perak, Selangor, Negn-Sembilan and Pahang], Kedah, Kel&ntan, Trengganu, 
Brunei or Johore are not advised m lists as the adiustment is made on the basis of actual 
payments. Such orders exchanged with Ren.va, Uganda and Tangaujika Territory are, however, 
advised along with lists which are numbered in consecutive series commencing with No. 1 from 
the first list of each calendar year, and the adjustment is made on the basis of the lists, without 
regard to the actual payments to the senders of the v.-p. parcels. On receipt of trade-ebargs 
money order forms from the countries named above showing the amount to be remitted to sender 
of the C. O. D. par<vl m India, 0. 0 D inward lists are prepared m form F. M. 0.-3 by the 
Indian office of exchange for C. 0. D. money orders and sent to the Audit office for purposes of 
adjustment of the Inland Money Order head Similarly, COD outwaid hats are prepared m 
form F. M. 0.-2 on receipt of v.-p. money orders marked 0. 0. D. from the Indian post offices 
showing the amount to be remitted to sender of the 0. O. D. parcel abroad, and sent to Audit. 

Each entry in the C. 0 D outward list for each Audit office and the corresponding value-payable 
money orders advised to Great Britain and Northern Ireland, EiTe (Ireland), or Zanzibar should 
also show a special serial number assigned by the Bombay office of exchange to each money order. 
These serial numbers will run consecutively commencing with No. X for each month and will form 
a separate series for each Audit office. The corresponding serial No. will also be noted on each 
trade-charge money order. 

Exception .— Unlike the 0. 0. D. outward lists and money orders pertaining to other countries, 
the lists and money orders relating to Kenya, Uganda and Tanganyika Territory will show both 
sterling value as well as its rupee equivalent in each case. 

Note 5.— Money order lists are sent from Malacca, Singapore and Penang (Malaya) to the 
Calcutta office of exchange although they do not receive such lists direct from India. 


Inward orders. 

4. Inward foreign money orders advised from all the foreign countries 
and colonies will be numbered in the journal of inward money orders issued, 
in one consecutive series commencing with No. 1 from the 1st of every 
month. In cases where both sterling and rupee money orders are advised 
fco an Indian office of exchange, two series of Nos. will be used, one for the 
sterling and the other for the rupee money orders. Abstracts of inward 
lists rendered on the prescribed form F. M. 0.-3 will be sent by the Indian 
office of exchange to the Home Audit office. 

Note 1.— Aa a copy of the Cevlon inward telegraphic money order list is Bent by the Colombo office 
direct to the Madras Audit office, the Madura office of exchange will furnish to that Audit office 
■only a summary of the list (Form M. 0.-56). 

Noth 2.— Telegraphic money orders are issued by the Patiala and Chamba States for payment 
in British India. The amount of the telegraph charges for these money orders should be sent te 
the Imperial office of exchange along with the money orders to be advised by telegraph. The 
offices of exchange will affix postage stamps of the value of the telegraphic charges received to the 
telegraphic money order advices. In the case r.f the Chamba State, the commission on these 
money orders should be credited in the inward list and for the purpose of charging in the account- 
current^ one half per rent, on the total sum of monnv orders issued, the value and postal 
commission of the telegraphic money orders should be excluded from the total sum. In t he ease 
of the Patiala State, the value should be included in the total sura and the commission adjusted 
as in the case of ordinary money orders. 

5. When an inward foreign money order is misappropriated by a postal 
official or is fraudulently taken payment of by an outsider and the amount 
has to be refunded to the remitter, the refund of commission will depend 
on the practice of the country of origin of the money order in similar cases 
in its inland service. The Indian office of exchange should, in all cases in 
which it does not know the practice of the country of origin, advise only 
the amount of the money order, adding that, if it is the, practice in such 
cases to refund also the commission, credit may be taken by the country of 
origin for the Indian share of commission realised, i.e ., commission at J per 
cent. 

Norn T* U not the practice with the Postal Administration of Straits Settlements to refund 
commission m such cases in its inland service. 


Outward orders. 

6. Offices of exchange will observe the rules prescribed for the advice of 
xutward foreign money orders to their destination. But separate journals 
of foreign money orders advised must be maintained for the separation of 
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the money orders issued in different months and from the different ^ circles 
of audit and separate “abstracts” (Form F. M. 0.-2) should be submitted to 
the respective Audit offices together with the money orders entered therein. 
Particular attention should be paid by the Indian office of exchange to the 
correct preparation of these separate abstracts for the Audit offices and mis- 
sorting of money orders should be carefully avoided. 

Note 1.— The totals of all thf'Be lists should be consolidated at fool of the lists lelatmg to the 
Audit office of the principal office of exchange. 

jjotb 2.— The totals of undeliveraMe anrt service monej orders shown in the Indian State 
Outward lists for Foreign Audit offices should be brought together in the Home Audit office lists 
and the aggregate totals entered on the reverse of the account-current. 

Noth 3.— Advices of payment aie obtainable from all countries with winch moiiej orders are 
ft x , nhai » g ed , except where the conti ary is stated in lospecl ot anj such count rv in Section XII, 
Foreign Post Directory, 2W and TeUyraph (iuid<>. For each such ad vie of payment the rt mi tier 
has .to pay a fee of three annas which is affixed in postage stamps to the outward foreign money 
order form in the space provided for the purpose. In the lists of outward money orders advised 
which are submitted to the different Audit offices, the lettpis “A. IV * should be entered before the 
number of each such money order b> the office of exchange 

7. If an outward money order is erroneously advised to a country, other 
than the country of destination, the postmaster of the Indian office of 
exchange should, immediately on receipt of information regarding the irre- 
gularity, advise the amount to the correct foreign country of payment, an 
intimation being subsequently sent to the Audit office. The absence of the 
money order in support of the entry in the correct outward list should also be 
explained by a suitable note against the item. 

Repayments. 

8. When an application for the repayment of an inward foreign money 
order to the remitter is received from the foreign country within the period 
of its currency, the Indian office of exchange will— 

<1) recall the money order from the office of payment, if lying there 
unpaid ; 

(2) on receipt of the money order, advise its repayment through the 
next outward list; and 

\c) Bend the money order to the Audit office except in respect of money 
orders from Aden and Burma, in which cases the unpaid money 
orders bhould be sent to the countries of origin. 

9. When the repayment is asked for after the currency of the money order 
has expired, a reference will be made to the Home Audit office of the office 
of exchange which issued the money order, and its sanction obtained to the 
repayment. An intimation should be sent to the Audit office after the 
repaid order is advised to the foreign country of issue. 

Exception.— As money orders from Aden or Burma which cannot ulti- 
mately be paid in India are not sent to the Audit office [vide Note below 
rule :4] s> it is not necessary to make a reference to the Home Audit office 
with a view to obtaining its sanction to the repayment. 

10. A monthly list of inward money orders that have become finally void, 
t.e., that have not been paid within six months of their issue, is sent by each 
Audit office to the Indian office of exchange through which the money order 
was originally advised. On receipt of this list, the money orders should be 
re-advised by the Indian office of exchange to the foreign country of issue. 
The re-advice of the money orders in respect of which some enquiry is 
proceeding^ should, however, be deferred till such enquiry is completed, and 
an intimation should be sent to the Audit office of the advice of repayment. 
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The date of advice and the exchange amount in which it will be induced 
w ill be communicated to the Audit office. 


i —Mmiov -Orders flora Aden or Burma which for any reab^ii cannot be paid, arc* aw nut 
4 0 u , T/ n fS ,, £ i ‘ diboosed of by the Indian office of exchange concrrned in accordance 
10 /ti.™ m^ceduie nr^cubedui^theNote below rule 14. A copy of ^ne re-pajment list is, 
ut\ wu s^Ht b^ aie l ldian office of exchange concerned to the Home Audit ofhc w the or<. rs 

•*rc re*au\ *ECtl. , 

<%-iu ° — \ -d money orders, advised from an> foreign cejntry cr Indian State, a.^d ruauim g 
ltl J f\r six iSl Ale nob le-adMBed to the foreign country oi Indian State of none '3 
? V If', but "r/w lusted n. t’.ie Audit office by credit vo Goturmurnt 


it f UUt u.w - , 

, «„ «» I'hf* of Iraa. the amount cf money ordeis no* uk mateij paid. /*„ of i 

t I 'VjfTvoid mmer tho'Jgalauoi.a oi the uc.ii try of payment, u citdnjd to cb. cooutr; of 
* a uhout aS previoua returnee, no void nuiard «Cu; uwuid in Uu of Iraq u.oimy in >) 
u = “t by tb? office of eachang? All the m*aid oidu, i ut paid in India. • tone* , 
, * V(1 ,0 the credit of Jiaq JWmiwaUutaon direct -ml th-an ta thi c: change ace, t c mm t 
patCL oif 1 ^. A Ii«st of Fuch repayments, together vuth the monej oideia, will be tent to t‘** 

. jt ce, us they arc advised. 

Kuie 4 -The amount of inward orders for which repayments are advised to the foreign „aunm 
oi i -,ue would be placed to the credit of that country m the exchcoge account of the r.uith n 
% \i r pujmmts aie advised. 


U 


The following instructions should Le carefully followed in dealing with 
. ’ rds of outward orders: — 

m , Y r \ n i ixiiraation is «oCd i\ed from the country of payment, authoris- 
ing the lepayment of an outward order or stating that an order 
ha> become \oid, the office of exchange should issue at once a 
icpaL 1 older in faNOur of the remitter for the rupee value of the 
mini ial order in the form prescribed for an inward foreign 
mo aw ouier (sterliig or rupee, as the case may he). The money 
lmU* will, hovur,e A , no ; mpiess^d, iu the pla^e marked for the 
iuil'i v ssion of the oblong m. o. stamp of the office of issue, by a 
ci’al oblong <=tcrap denoting the office of exchange, date and 


1 R. P. 0. 

1 he Mter« R P- O., thus—. | Bombay F. 

| 2 June’ 40. 


Tie cider vhich will bear tho number assigned to it in the repaid 

< Jei bst, v ill d»on be foiwaided *o the io fitter's address on record in the 
Indian office of exchange. 

(£' TV l A! ri J\s % i I be r *d d separately for each foreign country 
la Lho fou i «ui-* , vbed for iiw^rd foreign money ordtas, but numbered in one 
o reel’ll \c s i ctmmoncing with No. 1 from the 1st of every month. The 
lihinbcr and Cu o of the foreign list in which repayment has been sanctioned, 
o 4 »Ul )>e noted iu the repaid older list, which will be submitted monthly 
i » the Audit office on the 1st of the following month. 

Vote —In tn » take of staling exchange countries, both the staling value and 'Le rupee v*Zul of 
i i o i* will 7 c nottd in the iepaid oidei list. 

^h»m rho office of exchange receiving the sanction to the repayment 
^ ov, the p nopal office of exchange for the foreign country concerned, 
h will <il pa ticulars of amount, remitter’s address, "etc., in the 

r*oper tnnu- hi win not ibsue the iepaid orders itself. Instead, it will 
ansi^t » lie hlVd-ip ‘buns, unnumbered and unstamped, along with a 
co*n ol th^ or sanctions received from the foreign country to the 
mu j’P'l office of c'.haigc. The latter will stamp each order 'with its 
R P-0- oblong s an,., inferred to in clause (1) and other stamps, number 
it and forward It to the remitter’s address noted therein for payment. 
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(4) The sum thus shown in the repaid order lists for each foieign cjontxy 
should be exhibited to the credit of India in the exchange account con* 
cernecl. Details of each money order need not be given in the list of repaid 
and void orders sent as an anncxure to f lie exchange account. It w ;T i b-* 

sufficient if tlie number and date of the lisL 03 sanction received e 

foreign country authorising repayment and the total amount o- J I * V t 

aie noted, so as to enable the Audit office to verify the entry \ :th id- 

repaid o^der li^t already submitted. 

( r ) In the ca^e of an outward money oi'der, which is intercept* u ' 
remitter before it lia^ beeu advised to the country ox payment, the :u i 
sum in Indian currency (/m the umruLirioj} called fiom ihe .eml zu > 
will he rojunded to him. In such traces the "oil owl i g entiLs, u du l* 
mad* in a ’micu ipt *il 1 c o> : > on tbv ro wr-e 11 Ac oi tn . rd !«♦ *n y 
(sterling or rupee, a* the ea&e may ho* c nrl the -L 0 .atcue of lie k* i tv 
repayment and the inlying offici x\ ot t « - post rWc e *re T * d dben h» i 

in the proper place:— 

Received the sum specified Pc Id *>> i 

on the reverse. on 

Signature of remitter oi Signature and designation o? 

thumb-impression officer who paid the amsmt. 

The date-stamp of the poso office o 1 payment should also be impressed 
on the reverse of the order in the space *»ro\ided tor the impression ox che 
round m. o. stamp of the office of exchange. 

12. Repayment of money orders exchanged with Indian States is go* erned 
by rules 19 and 20 of Appendix A to the Posts and Telegraphs 2d a ana \ 
Volume V. Repayment of telegraphic money orders exchanged with Oylon 
is effected in accordance with the procedure prescribed in rule IB I'f) c£ 
Appendix 0 (a). As these money orders are excluded from the calculation 
of commission in the exchange account (or account-current), they should, for 
the purpose of audit, be entered in a separate group at foot of the inward 
and outward lists and separate totals shown of them below the arancl 
totals. 


Redirection. 

13. The redirection of an inland money order to a foreign country or of an 
inward foreign money order to another foreign country is governed by rale* 
2S3 and 320. When, under the latter rule, a commit on claimed fer +he 
redirection, the postmaster of the Indian office of exchange concerned 
should discharge the original money order by a formal charge in his paid 
list and, after deduction of commission at the rate shown in rule 2 of 
Appendix C, issue a fresh outward money order for ed\ice to the eo '-try of 
destination. 

The lemirk “Issued in lieu of redirected (office) Inward 

Rupee 

Money Order No. dated 

should be made in red ink against the entry of the fiesh money in 

the issue list to explain the credit of the commission. 

Re-issue. 

t±. F award foreign money orders held in the Audit office as void be 
re-h^aed by the Audit officer in favour of the payee, if the i e-issue is appliel 
for within six months of their issue. Re-issue may also be effected in favour 
of the remitter if a claim to that effect is received, ^he postmaster rec*«*hirg 
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the claim will make a reference to the Indian office of exchange concerned* 
which office will, after being fully satisfied as to the genuineness of the claim, 
apply to the Audit office for the re-issue of the void money order. Money 
orders are not, in such cases, re-issued by the Audit office without the 
cognisance and assent of the Indian office of exchange. The re-issue of a 
void inland money order for payment in a foreign country (other than an 
Indian State) is subject to the deduction from the value of the order of a 
fresh commission at the rates applicable to inland money orders or outward 
foreign sterling money orders, according as the settlement, country or place 
of payment is one on which orders are drawn in Indian currency or one on 
which they are drawn in sterling. No foreign money order may be re-issued 
after the expiration of six months from the date of its issue ( vide also rule 
10 ). 

Nqik.— M oney orders drawn in Aden or Burma on India, if received back in the Indian office of' 1 
exchange from th*» Indian offices of payment with clear remarks “Refused”- “Payee dead”, 
“Unclaimed”, “Not Known”, or “Left”, are at once re-issued to the country of origin in the re- 
payment list for that country, a suitable remark being made in the “inward list” at the same 
time. Money orders which may be received back unpaid in the Indian office of exchange with 
remarks other than those mentioned above, are kept in deposit in that office duly entered in the 
redirection book for further disposal pending receipt of instructions from the remitters in the 
country of origin. Such orders are disposed of by the Indian office of exchange either by 
payment iu India or re-issue to the country of origin and are not sent to the Audit office aa> 
unpaid as is done m connection with the exchange with other foreign countries. 


Through money orders. 

15. “Through Money Orders” are money orders advised by one foreign 
country to another through the medium of the Indian Post Office. The 
rules for the treatment of these money orders are contained in the Director- 
general’s Memorandum of instruction for Indian offices of money order 
exchange in dealing with through foreign money orders, and reproduced in 
Appendix C of thia Volume. 

Now.— It should be clearly understood that in connection with the repayment of “through” 
money orders exchanged with various foreign countries except Burma, no Postal Service money 
order should be issued by the Indian office of exchange to which the repayment is advised by the 
foreign country of payment, but that the amount should be written back through the exohange 
accounts with the countries of issue and payment. In connection with the repayment of “through” 
money orders originating in or returned from Burma, the orders are entered in the repayment 
lists instead of their adjustment, as “Special items”, in the money order exchange accounts 
between India and Burma, In other respects, the procedure followed in readvising “through” 
money orders exchanged with other foreign countries should be observed in connection with re- 
advising “through” money orders issued in or returned from Burma. 


Exchange accounts. 


16. These are prepared periodically according to the terms of the agree- 
ment entered into with the several countries and Administrations. In the 
case of some countries, the accounts are prepared by the principal Indian 
office of exchange in form F, M. 0.-10, and in the case of others, by the prm - 
iipal foreign office of exchange. Copies of all accounts are submitted by 
the principal Indian office of exchange to the Home Audit office. 


17. In respect of the money order transactions with the several States 
of the Commonwealth of Australia, viz., New South Wales, Queensland 
South Australia, Tasmania, Victoria, and Western Australia, the Calcutta 
office of exchange receives a separate exchange account from each such 
State, but submits to the Audit office a combined exchange account showing 
the transactions with each State separately. 


18. All Indian offices of exchange which are authorised to send or receive 
“fj? forei & n of exchange, but which are not entrusted' 

with the duty of preparing or receiving exchange accounts, should furnish 
Um principal Indian office of exchange, which prepares or deals with the- 
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-account, with copies of each inward and outward list advised through those 
offices, 

Nom— In the case of money order exchanges with Indian States, each Imperial office of exchange 
prepares an account-current showing its own transactions and forwards a copy thereof to the 
Delhi Audit office. A copy of the account is also forwarded to the principal Imperial office of 
exchange to enable that office to prepare a General account-current for submission to the Audit 
office. 


19. A commission at one-half per cent, on the total amount of money 
orders advised in either direction is credited through the exchange account 
or account-current to the country of payment. No commission is adjusted 
on money orders re-advised for repayment to remitters or communicated as 
finally void. 

HOTS t—In order to avoid the inclusion of fraction of a penny or anna in the exchange 
account or account-current with all foreign countries, except Egypt, fraction below half should 
hi neglected and higher fraction taken as a complete penny or anna. In the exchange account 
with Egypt fraction up to half a penny should be neglected and more than half a penny rounded 
up to a complete penny. 

Hon 2L— In the case of money order transactions with Indian States, the adjustment of 
commission should be shown in the (ordinary) accounts-current prepared by the several Imperial 
exchange offices and the total amount (inclusive of commission) creditable to each Administration, 
exhibited in the General account-current in which no adjustment on account of commission should 
be shown. 

20. Errors and discrepancies relating to previous lists and accounts 
should be adjusted in the exchange account or account-current op*m at the 
time of adjustment, through the head “Special items”, and should , on no 
account , he added to. or deducted from , the total of the current mward or 
outward list, unless this mode of adjustment is specifically provided in the 

.agreement with the foreign country concerned. 

Non L— Value of stores supplied by the Indian Posts and Telegraphs Department to the Iraq 
Postal Administration and the cost of overprinting of “Kuwait” stamps are included as “Special 
items” in the money order exchange account between the Post Office of India and the Post Office 
of Iraq operating in Kuwait. 

Non 2.— In the General accounts-current with Indian States, the amounts adjustable under the 
bead “Special items” are those which relate (1) to short or excess remittances made in settlement 
of previous accounts, and (2) to errors and discrepancies noticed in previous General account* 
•current. Adjustments relating to errors and discrepancies noticed in inward and outward lists 
should appear under the head “Special items” in the (ordinary) account-current concerned and 
not in the General account-current. 


Adjustment. 

21. The postmaster of the Indian office of exchange should keep a watchful 
‘eye over the settlement of the balances of the exchange accounts with the 
foreign countries. If the balance is due to the Foreign Post Office, he will 
remit the amount as soon as the exchange account is prepared. If, on 
the other hand, the balance is in favour of India, he should see that it is 
remitted by the Foreign Post Office strictly in accordance with the Money 
Order Arrangement (or Convention) with the Administration concerned. 
Whenever a foreign country is found to make inordinate delay in adjusting 
an account, notwithstanding his request to adjust it promptly, he will bring 
the matter to the notice of the Head of the Circle, who will address the chief 
postal authority of the Foreign Post Office on the subject. 

Noth 1.— This rule applies also to the money order accounts-current with Indian States. 

Nona 2.— In money order transactions with Hongkong, if the balance of an exchange account be 
in favour of Hong Kong, it should be carried forward to the next account or remitted according 
to the request of that Administration. 

22. Advance remittances are received from, and made to, the following 
• countries and colonies, if, in the interval of the settlement of the exchange 

account, the balance is found to exceed the amount noted against each. The 
postmasters of the Indian offices of exchange should diligently watch the 
receipt of these advance remittances, and call for a remittance from the 
.indebted foreign Postal Administration whenever the prescribed limit is 
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exceeded, an intimation of the action taken being at the same time sent to 
the Home Audit office. 


Countries and Colonies. 

j Amount. 

I Countries and Colonies. 

Amount. 

Nyasaland Protectorate 

£ 

500 

Seychelles , • ... 

Rs. 

2,000 

British Guiana . 

£ 

500 

Siam 

Rs. 

5,000 

Denmafi . 

£ 

1,000 

Portugese India 

Rs. 

5,000 

France 

£ 

1,000 

Somaliland Protectorate 

Rs. 

10,000 

Norway 

£ 

500 

Zanzibar ..... 

£ 

1,000 

Netherlands indies. , 

Rs. 

5,000 

Eire (Ireland) . • . 

£ 

500 

Trinidad 

HonS Kong .... 

£ 

Its 

500 

5,000 

Ke^nya^U^anda and Tanganyika 

£ 

1,000 

Kclantan . • • • » • 

Rs, 

5,000 

Sudan 

£ 

1,000 ' 

Kuwait operated by the Iraq 
Postal Administration. 

Rs. 

10,000 

Union of South Africa 

£ 

500 

North Borneo . 

Rs. 

1,000 ] 

[raq 

£ 

1,000 

Republic of China 

Rs. 

5,000 1 

mi . . 

£ 

500 

Sarawak 

Rs. 

1,000 S 

Saudi Arabia 

£ 

1,0G0 


Nora 1.— Weekly advance remittances are received from Ceylon in consideration of heavy draw- 
ings upon India by that Administration. Ceylon also remits to the Presidency Postmaster, Calcutta, 
the balance of its money order accounts with Hong Kong whenever it is found due to that Adminis- 
tration. These remittances are taken by the Calcutta General Post Office in settlement of the 
amount due to India from Hong Kong. 

Noth 2.— Cheques are drawn by the Sarawak Administration in Straits Currency upon a Singa- 
pore Bank. These are cashed in Calcutta at the current rate of exchange and the amount actually 
received in rupees is credited in favour of the Administration in adjustment of the money order 
balance due from it. 

NcTtt 3.— An advance remittance of £1,000 is received regularly from Zanzibar at the end of each' 
month through the Accountant-General, India Office, London. 

Note 4.— An interim payment towards the monthly adjustments is effected weekly by the Post 
Office of Malaya as well as by the Post Office of Johore by means of a draft for an amount estimated 
to cover local issue during the previous week. It is also open to those Offices to protect themselves 
against possible fluctuations of exchange by sending, at their discretion, a draft covering estimated 
future issues for an additional one week. 

Nora 6.— An interim payment towards the monthly adjustment is effected weekly by the Post 
Office of Burma in the manner stated in Note 6 below rule 23, for an amount estimated to cover 
the amount due for transactions during the previous week. The amount of advance remittance 
must not fall below three-fourths of the amount due and in the event of its falling short, any 
excess over Us. 50,000 of the balance due should carry interest, at the rate of 5 per cent, per 
annum, from the 16th of the succeeding month to the date of clearance of the amount outstanding. 

23 . Remittances received from, or made to, foreign countries should be 
credited or debited, as the case may be, in the schedule of miscellaneous 
(unclassified) receipts or payments of the principal Indian office of exchange, 
an intimation being sent to the Home Audit office. 

Note 1.— The exchange accounts with France, Italy, Norway, Denmark, Switzerland,. 
Germany and Traq, when due to India, are settled through the General account with Great Britain 
and Northern Ireland. The balance due to India on account of direct exchange of sterling money 
orders with other countries are settled by remittances through the Accountant-General, India 
Office, London. The accounts relating to other exchanges are settled by cash-remittances (vide also 
Notes 2 and 3). In respect of the exchange account with the Union of South Africa, no remittance 
is made until the balance due to, or by, India exceeds £100 (vide Article 25 of the Arrangement 
for the exchange of money orders between India and the Union of South Africa). 

Note 2.— The General accounts-current with the Patiala, Chamba, Jhind and Nabha States are 
settled by book transfer through the account-current with the A ccoun tan t-Gen era! , Punjab. 

Noth 3.— The money order transactions with the Commonwealth of Australia are not adjusted 
separately for each State, but the net balance (generally due to India) on account of transactions- 
with all the States, taken together, is remitted by the Commonwealth Central Administration,, 
Melt came, bv means cf a bill of exchange on London, drawn in favour of the Accountant-General* 
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.India Office, London, and sent to him direct. An intimation of the amount of remittance together 
with an advice as to the account period to which the remittance relates is, at the same rime, sent 
to the Accountant-General, Posts and Telegraphs. 

Note 4.— The bills of exchange, received from Fiji and Malta in settlement of money order 
transactions with those countries, are dealt with in the manner indicated in the preceding note. 

Note 5.— The balance due to India on account of money order transactions with Mauritius is 
adjusted through the exchange account between the Accountant-General, Posts and Telegraphs, and 
Accountant-General, Central Revenues. 

Note 6.— The balance of the money order exchange account between India and Burma, when 
in favour of the former country, is communicated by the Post Office of Burma to the Accountant- 
General, Burma, at the time of returning an accepted copy of the account to the Indian Post 
Office, and when in favour of the latter country is communicated by the Indian Post Office to the 
Accountant General, Central Revenues, India, at the time of forwarding the account to the Post 
Omce of Burma. The Accountant-General, Burma, on receipt of the intimation, issues instructions 
to the Central Accounts Office of the Reserve Bank of India, Calcutta, for adjustment of the 
amount through the balances of the Governments of the two countries at that Bank, at tho time 
of issuing instructions to the Bank for the next weekly interim payment as provided in Note 5 
below rule 22 and at the same time forwards a copy of the instructions to the Accountant-General, 
Central Revenues, India. A similar procedure is also observed by the Accountant-General, Central . 
Revenues, .India, in adjusting the balance due to the Post Office of Burma. An intimation regarding 
the adjustment together with an advice as to the account period to which the adjustment relates, 
is sent by the principal office of exchange to the Home Audit office. 

In the event of non-adjustment of an account in the manner stated above, the balance of such 
account bears interest at the rate of 5 per cent, per annum from the due date of payment till the 
date on which the payment is made and the interest is carried to the debit of the Administration 
in arrear in the following account. 

Note 7.— The balance expressed in Rupee Currency (due to India) on account of money order 
transactions with Aden is adjusted either by means of sterling drafts on London at the rate of 
exchange communicated by the Director-General from time to time, or by means of rupee draffcB 
•on Bombay in favour of the Superintendent, Foreign Post, Bombay, as may be convenient to the 
Administration. The sterling drafts on London are drawn by the Crown Agents for the Colonies in 
London in favour of the Accountant-General, India Office, London, and sent to him direct and an 
intimation of the amount of the remittance together with an advice as to the account period to 
whioh the remittance relates is, at the same time, Bent to the Accountant-General, Posts and Tele- 
-graphs, New Delhi, the Deputy- Accountant General, Posts and Telegraphs, Nagpur and the Superin- 
tendent, Foreign Post, Bombay. 

24. As regards the money order' exchange with the Indian States of 

Patiala, Jhind and Nabha, the Imperial Post Office shall, as soon as 
possible, after the 1st of April of each year, examine the monthly accounts- 
<surrent of the previous year and determine the average balance on account 
of money orders due to or from the Indian State on the last day of each 
month. When such average balance is not less than Rs. 5,000, the indebted 
Postal Administration shall make over to the other the sum of Rs. 5,000 
or the multiple of that sum which shall most nearly approximate to the ! 
actual average monthly balance. This sum will remain in the hands of the 
Postal Administration to which it is entrusted as a fixed imprest. It will 
not be shown in the monthly accounts-current and will be subject to revision i 
-at the beginning of the following year. i 

25. As regards the money order exchange with the Gwalior State, the \ 
State is required to pay in advance monthly to the Imperial Post Office 
90 per cent, oi the average balance of the monthly transactions of the pre- ; 
vious financial year, the . remainder being paid as soon as the inontb*s ; 
accounts are audited. This payment of 90 per cent, should be made within I 

week of the close of the month to which it relates, and the remainder,, i 
, which will be more than enough to cover any sums under discussion, imme- i 
diately on settlement of the account. ' i 
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Rule 


Libt of Account Rules in Appendix £. 

Jssued under the authority of the Auditor-General*) 


4. InwaiG orders. 


V 

* 
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APPENDIX B (a). 

Memorandum of instructions for the Bombay office of account in dealing 
with the General Account with London. 

1 Preparation of General Account.— { 1) The general account with the 
British Post Office is prepared ‘by the Superintendent, Foreign Post, 
Bombay, in form F. M. 0.-32 in which are incorporated detailed accounts 
of correspondence, parcels including the amounts of customs duty . and 
other charges and money orders exchanged between India and Great Britain 
and Northern Ireland. The amounts of trade-charge money orders paid m 
India and in Great Britain and Northern Ireland, the balance of the 
account of British postal order transactions in India including the amount 
on account of transfers of savings bank account with Great Britain and 
Northern Ireland, the amounts of compensation for lost and damaged arti- 
cles, the charges due on radio telegrams exchanged between India and 
Great Britain and Northern Ireland and the transit charges on air mail 
•correspondence are also shown in the general account with th*> British 
Post Office by the Superintendent, Foreign Post, Bombay. 

(2) The open transit and closed mail accounts for correspondence passing 
through India and Great Britain and Northern Ireland are prepared on the 
Union system and the amounts relating thereto are entered only once a 
year and settled 'through the general account with Great Britain and 
Northern Ireland, the figures being taken from the general statistical 
account received from the British Post Office. 

2. Disposal of General Account.— ( 1) Two copies of the general account 
•should be forwarded by the Superintendent, Foreign Post, Bombay, to the 
Comptroller and Accountant-General, General Post Office, London, enclosed 
in a postal service registered cover, by the first mail in the second month 
after that to which the account relates, unless the date of the mails falls 
on the 1st or 2nd of the month in which case the copies should be despatched 
by the second mail. 

(2) Two copies of it should be forwarded to the Deputy Accountant-Gen- 
eral, Posts and Telegraphs, Nagpur, so as to reach him punctually on the 
3rd of the second month following the month of the general account with a 
request to adjust the balance due to or from the British Post Office by a 
credit or debit, as the case may be, in the account between England and 
India, and to communicate the particulars of the adjustment to the Account- 
ant-General, India Office, London. A letter stating the balance due to or 
from the British Post Office should also be sent by the Superintendent, 
Foreign Post, Bombay, to the Accountant-General, India Office. London. 
Copies of all correspondence and of all the necessary documents relating to 
the several adjustments made in the general account, together with a 
statement showing particulars of the credits due to India and British Post 
Office, respectively, on account of parcels transmitted under the system 
of prepayment of customs duty and other charges, should accompany the 
copies of the general account sent to the Deputy Accountant-General Posts 
and Telegraphs, Nagpur. 

(3) One copy of the general account and its accompaniments will be 
returned to the Superintendent, Foreign Post, Bombay, after examination 
by the Comptroller and Accountant-General of the General Post Office, 
London. If the account is returned with any corrections, it will be accom- 
panied by a note showing the difference due to the corrections When a 
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note ct error is received, the corrections should be examined and verified; 
and if found correct, the amount in question should be adjusted by the 
Superintendent, Foreign Post, Bombay, in the next general account by an 
entry, with a reference to the note of error, against the appropriate item. 
The cnirected accounts returned from London should be sent to the Deputy 
Accountant-General, Posts and Telegraphs, Nagpur, with the note, after 
correcting the office copies on record in Bombay. If the general account 
is returned accepted from London without correction, it should be filed in a 
separate file. 

(t) The office copy of the general account should be filed in an annual 
fib 
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APPENDIX C 

MEMORANDUM OF INSTRUCTIONS FOR INDIAN OFFICES OF 
MONEY ORDER EXCHANGE IN DEALING WITH “THROUGH” 
r .REIGN MONEY ORDERS. 

{Issued under the authority of the Auditor-General .) 

“Through” foreign money orders— i.e,, money orders for the transmission 
of which from the foreign country of issue to that of payment the Indian 
Post Office acts as an intermediary— may be advised to Indian offices of 
Exchange by any of the foreign countries with which direct money order 
exchanges have been established. Such money orders will be advised to the 
Indian office of exchange in the same money order lists as money orders 
for payment by the Indian Post Office itself, but under a separate heading - 
“Through money orders drawn upon (name of country )”. The credits to 
India on account of such orders will be the same as on money orders payable 
in India, viz., the amounts of the orders plus a half per cent, commission. 

2. When such a money order is advised to an Indian office of exchange, 
an inward order should not be prepared; but a “forward order” should be 
drawn by that office on the country of payment for the amount advised from 
tht country of issue, less deduction at the rate shown below 

When the country of payment is one to which money orders are advised 
in Indian currency (Eupees ) — 


Rs. A. 


On sums not exceeding Rs. 10 ...... 0 2 

On sums exceeding Rs. 10, but not exceeding Rs. 25 . , . , 0 4 

Or sums exceeding Rs. 25 0 4 


for each complete sum of R&. 25 and 4 annas for the 
remainder, provided that if the lemoinder does not 
exceed Rs 10, the deduction for it shall be only 2 
>• annas. 

When the country of payment is one to which money orders are advised 
in vrrhng — 




8. 

d. 

( »n sums not exceeding £1 

.... 

0 

3 

1 suras exceeding £1, but not exceeding 

£2 . 

0 

5 

» 99 *-3, .» 99 

£3 

0 

8 

99 99 ^3, „ „ 

£4 . 

0 

10 

99 99 £4, ,, ,, 

£:> ... 

1 

0 

£5 ... 

.... 

i 

0 


for each complete sum of £5, and 1*. for the remainder 
provided that if the remaindei does not exceed £ 1, 
the deduction for it shall be only «V. : if it does not 
exceed £2, the deduction for it shah be only fid. ; if it 
does not exceed £ 3, the deduction for it shall be 
only 8 d . ; and if it doe& not exceed £4, the deduction 
for it shall be only 10d.- 

Tii6 forward order should be prepared in the form for outward stalling 
order? it for outward rupee orders, according as the country of pa\ni“ut is 
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one on which orders are drawn in sterling or one on wrhich orders are drawn 
m Indian currency (see li&t at fooi r ) and subject to the following special 
procedure, the forward order should be treated like any other < utward 
foreign order issued on the same country of payment: — 

(1) The forward order should be entered in the journal and list of 
inward orders prepared by the Indian office of exchange, but not 
in its journal and list of ordinary money oiders issued 


*Counti <£> with win h India has direct money order ex ha age* on which money order* are 
drawn in Indian currency ( Rupees ). 

Aden. Mauritius. 

British Somaliland. 

Burma. Netherlands Indies. 


Ceylon. 

China, Republic of—. North Borneo (State of-—). 


Hong Kong. 

Iran. Portuguese India. 

Johore. 


Kedah. 


Kelantau. 


Sarawak. 


Kuwait (post o-Qiues operated by the Iraq Seychelles. 
Postal Administration in Kuwait). 


Malaya [Straits Settlements (including 
Labuan -British) and the Federated Siam. 
Malay St ite of Perak, Selangor, Negri - 
Sembilan and Pahafag]. 


Countries with which India has direct money order exchanges on which money orders are 

drawn in sterling . 

Australia, Commonwealth of (British), viz., Iraq. 

New South Wales, Queensland, South 

Australia, Tasmania, Victoria and Italy (including Erithrea, Massowaia and 
Western Australia. Assab) and Benadir (Italian Somaliland). 


British Guiana. 

Denmark. 

Egypt. 

Eire (Ireland). 

Fiji. 

France. 

Great Britain and Northern Ireland. 


Kenya, Uganda and Tanganyika Territory. 
Malta. 

New Zealand* 

Norway, 

Nyasaland Protectorate (British Central 
Africa). 

Saudi Arabia. 

Sudan. 

Switzerland. 

Trinidad. 

Union of South Africa. 

Zanzibar. 
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(2) The entry of the forward order in the journal and list of inward 

orders should be made in red ink in a separate group under 
the heading *' ‘Forward orders”, the amount advised from the 
country a of issue (together with its rupee equivalent in the case 
of sterling money orders) being shown in the journal and list 
in the proper columns and included in the total; in the column 
for the head or sub office of payment should be entered the name 
of the country of payment, with the name of the Indian office of 
exchange! by which the forward order is to be advised to that 
country; and in the column for 'Remarks’ should be shown the 
amount, as originally advised from the count] y of issue, with 
particulars of any conversion from sterling into Indian currency, 
or vice versa [we clauses (6) and (7) below], and of tin. deduc- 
tion made according to the rates given above. 

(3) The words “Forward order advised from ( name of country) with 

inward list No. ( No .), dated (day, month and yeat )” should 
be written on the forward order; and care should be taken to 
enter on it the full name and address of the original remitter in 
the country of issue. 

(4) In the Indian office of exchange! to which the forward order is 

sent to be advised to the country of payment, the particulars of 
the order should be entered in the journal and list of foreign 
outward orders, but this enti} should be made in red ink in a 
separate group; the column for commission will have to be left 
blank; the word “Forward” should be written in the column 
for “Remarks”; and the name of the country of issue, with the 
name of the* Indian office of exchange by which the forward 
order was prepared, should be entered in the column for the head 
or sub office of issue. The forward orders should be sent to the 
Audit office concerned with the list of foreign outw T ard orders 
in which it is entered. 

(6) If the money order was advised from the country of issue in ster- 
ling and the country of payment is one on which orders are drawn 
in sterling, the amount (after making the deduction shown above) 
to be advised to the country of payment should be entered only 
in sterling on the forward order and in journals and lists. 

(6) If the order was advised from the country of issue in sterling and 

the country of payment is one on which orders are drawn in 
Indian currency, the sterling amount advised should be converted 
into Indian currency at the ra£e of conversion applicable to 
money orders advised in the same list for payment in India, 
and this amount in Indian currency, less the deduction shown 
above, will be the amount to be entered on the forward order 
and advised to the country of payment. Only the amount of the 
forward order in Indian currency should be entered on it without 
any sum in sterling. 

(7) If the order was advised from the country of issue in Indian cur- 

rency and the country of payment is one on which orders axe 
drawn in sterling, the amount advised in Indian currency should 
be converted into sterling at the rate of conversion applicable 
to outward sterling money orders issued on the date on which 
the forward order is drawn. This amount in sterling, less the 
deduction shown above, will be the amount to be entered on the 


tThis will in many cases be the same as the Indian office of exchange to which the 
original money order was advised by the country of issue. 
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foi'N'iu'd 01 dm' and advised to the country of pay men. 1 n v 
the amount oi the fora aid order in sterling should be -ered 
on n without any sum in Indian currency. 

(?) It *n on\ of the ca^es mentioned in the three preceding Clauses 
the a rouit of the forward order (in the currency in wt.«en .. ^ 
o b, mb bed to the count of payment) exceeds the mux’mmn 
<u »oitLit tor w’hieh a single money order may be diawn - ^ at 
uiunj, two or i lore ciders should be pLeparud so as ^ — y 
\ Ahm the preseubcJ liinu; but when tiii^ :s nece& to a\ , nn 
eNplunaiory reimuk should be written hr* the information of the 
Audit office concerned on each forward order against it* eutry 
in the Inward List sent to that office. A similar remark should 
aiso be written against the entry of each font arc. ordei in the 
Inward Journal. 


3. In iae Indian office of exchange by which the forward older A to oe 
advhcl * o the country of payment. the order will be included in the next 
mou.; der li>t 3 ent to that counci v. ^Vhen the accounts are prepared, 
Jbe am »unt of ihe fu-waid ou r will be credited to the counLry of payment 
In the ^mne \ iy , < the amount's of orders issued in India on that country, 
aitii i on addition of the usual commission of ^ per cent. 


Illustrations. 

( 1 ) IV/ur t'ip fcchanges *ci 4 h the countries of u sue and pay t are 
i("h in t ipet cunt'H cy, — The o± cer advised by the country of 
is^ue is for Us. So, and the deduction to bo made is, therefore, 
14 aunan. A forward order shuuld be prepared on an mitward 
loieign mpee money order form Tor Us. 84-2, and if the forward 
ordei is to be advised to the countiy of payment by another 
Indian office of exchange, it should be sent to that office in the 
usual course. The amount of the forward order (Rs. 84-2) should 
he advised to the country of payment by the Indian office of 
exchange to which it is sent in the next money order list for 
that country; and the amount of the forward order (Rs. S4-2) 
•da 1 pei cent, a** commission on that amount, will be credited 
ui 1 he usual t ay to that country when the accounts are prepared. 

v ?) Wu'h exchange* infix the coniines of iss t e and are 

noth /» s t tiling - The older advised by the country of Asue is 
for £5 10, and the deduction to be made is, tnerefoie. A 3c?. A 
iOj.*Aid older should be piep&red on an outward start’ r 0 money 
urch x hum fru £o-° 0. and if the forward order is to he advised 
la th ‘ ( i 1 of nvinem 1 > no l lor Ind’ait office of ^?htngc, 
it should he scut to that office in the usual course. Tne amount 
oi the foiwtiu 1 oiter / C5-S-9) should he t uvised to the "c uncry 
of puin ^i»t by the India i. ou ct of exchange to which it A 
in th rt > e i order list for that country ; and the a** ant of 

the foiva’ d oiJci S5 8 9) t tl is 1 per cent, as comnissi->\ on that 
Aiitoupf. will ),t* n edited in cho u&aal w'ay to that county wien 
the accounts are prepared. 

1 *) Whtn ifit t'fhnxqe uith tin tounUxj of issue is a steibn , t and 
th i * c 'i tl ' t f ui f iy of payment is a inpte one . — Tu nder 
•d ji 1 b> the count * ; of issue i* for £18-18 1. li. » pef 

<*0‘u\nhut of b 7 c -* 1 Q - 1, at the late of conversion ar > u 'V° to 
ip j'p'j tnOc"* rd ised in the same list for payment m T i ui \ 
2^3-12-0 and ihe deduction to be made f om tVs s ?m is 
Rs. 2-lt-O. Rs. JbO-14-O is, theiefore, the sum to he c .d i r . "wr the 
country" of payment and a fonvaid order for t? *s amou . should 
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be prepared on an outward foreign rupee money order form. 
If the forward order is to be advised to the country of payment 
by another Indian office of exchange, it should be sent 
to that office in the usual course. The amount of the forward 
order (Rs. 280-14-0) should be advised to the country of payment 
by the Indian office of exchange to which the forward order is 
sent, in the next money order list for that country; and the 
amount of the forward order (Rs. 280-14-0), plus J per cent, as 
commission on that amount, will be credited in the usual way 
to that country when the accounts are prepared. 

(4) When the exchange with the country of issue is a rupee one , and 
that with the country of payment is a sterling one .— The order 
advised by the country of issue is for Rs. 188-12-0. The sterling 
equivalent of Rs. 138-12-0, at the rate of conversion applicable 
to outward sterling money orders issued on the date on which 
the forward order is drawn, is £9-5-0, and the deduction to be 
made from this sum is two shillings. A forward order should, 
therefore, be prepared on an outward sterling money order 
form for £9-3-0, and if the forward order is to be advised to the 
country of payment by another Indian office of exchange, 
it should be sent to that office in the usual course. The 
amount of the forward order (£9-3-0) should be advised to 
the country of payment by the Indian office of exchange to which 
it is sent, in the next money order list for that country; and 
the amount of the forward order (£9-3-0), plus l per cent, as 
commission on that amount, will be credited in the usual way to 
that country when the accounts are prepared. 

4. If in any case a “through” money order has to be advised back as 
unpaid to the country of issue, the actual amount of the order in the cur- 
rency in which it was originally advised from that country should be written 
back, les? the commission due to the Indian Post Office for the through 
service. This commission should be calculated according to the scale appli- 
cable to the currency in which the order vas originally expressed, as given 
in paragraph ($) above. 

Example —If a money order for £10 drawn by France on the Straits Settlements through the 
Indian Post Office is to be re-advised to France as unpaid, the .amount to be written back will be 
££18-0, that is to say, £10 less 2s. on account of commission. 


E 
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Memoranda of instructions for the guidance of the Indian offices of 
Money Order Exchange in dealing with foreign telegraphic money orders 
(including Xndo-Ceylon and Indo-Aden telegraphic money orders). 

(A) For the office of the Superintendent, Foreign Post , Bombay , and the 
Calcutta General Post Office. 


1. The names of foreign countries with which telegraphic money orders 
can be exchanged, the respective frontier telegraph offices and offices of 
money order account relating to the exchanges are noted below: — 


Names of countries. 

Indian frontier 
telegraph 
offices. 

Indian offices of 
money order 
account. 

Great Britain and Northern 

Bombay Central Tele- 

Office of the Superintea- 

Ireland. 

graph Office. 

dent. Foreign Post, 
Bombay. 

Eire (Ireland) 

Ditto. 

Ditto. 

Kenya, Uganda and Tan- 

Bombay Central Tele- 

Office of the Superinten- 

ganyika Territory. 

graph Office. 

dent. Foreign Post 

Bombay. 

Nyasaiand Protectorate . 

Ditto. 

Ditto. 

Mauritius .... 

Ditto. 

Ditto. 

Zanzibar ..... 

Ditto. 

Ditto. 

Aden 

Ditto. 

Ditto. 

Seychelles .... 

Ditto. 

Ditto. 

Iraq 

Karachi Telegraph Office. 

Ditto. 

Malaya [Straits Settlements 

Madras Central Telegraph 

Calcutta General Post 

(mduduig Dabuan-British) 
and the Federated Malay 
States of Perak, Selangor, 
Negri-Sembilan and Pahang.] 

Office. 

Office. 

Trengganu (through Malaya) . 

Ditto. 

Ditto. 

Kelantan .... 

Ditto. 

Ditto. 

Kedah 

Ditto. 

Ditto. 

More 

Ditto. 

Ditto. 


2. An advice relating to a telegraphic money order issued in India for 
payment in any of the countries named in the preceding rule should pass 
direct through the respective frontier telegraph office which maintains 
separately for each country two distinct series of Nos. — one for telegraphic 
money orders paid for at the ordinary rate and the other for those paid for 
at the deferred rate-^-and assigns to each advice a new No. from the appro- 
priate series, beginning with No, 1 on the 1st of January of each year. The 
new serial No. assigned to a telegraphic money order paid for at the 
deferred rate should have a cipher prefixed to it in order to distinguish 
telegraphic money orders of this class from those paid for at the ordinary 
rate. The frontier telegraph office will send by post to the appropriate 
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Indian office of money order account a copy of the teleghaphic money 
order advice showing both the original No. assigned to it by the office 
of issue and the new serial No. assigned by itself. The copy of the advice 
will enable the Indian office of account to apply the usual tests in the way 
of comparing the advice with the postal confirmation when the latter 
comes to hand, before bringing the item into account in the money order 
advice list. 


3. An inward telegraphic money order from country named in rule 
1, which also will be numbered by the foreign frontier office in the same way 
as an outward telegraphic money order from India, will be advised direct to 
the respecth e Indian frontier telegraph office. The latter office will first 
satisfy itself about the genuineness of the order by checking the serial No. 
borne by the advice, enter each message in a special register maintained for 
the purpose, and signal the advice to the Indian office of payment direct for- 
warding at the same time by post a copy of the message to the Indian office 
of account concerned. The latter office will check this copy with the attested 
copy of the advice received from the office of payment and the list of 
telegraphic money orders received from the country of issue and take steps 
to adjust the amount of the order in the money order account with the 
country from which the telegraphic money order was received. 


NOTft 1 — Telegiaphic money orders both ordinary and deferred and advised from Malaya, Kedah 
or Iraq, aTe numbered consecutively from the same series maintained by the respective foreign 
offices, but in the case of the last-named country, the series maintained by the Basra office of 
exchange is different from that maintained by the Bagdad office. 

Note 2.— Deferred and ordinary telegraphic money orders from Zanzibar to Bombay will have 
the letters “C” and “D”, respectively, prefixed to their serial No. 


4. Telegraphic money orders advised to a foreign country should be 
included by the respective offices of account in lists headed “Advised by 
telegraph’ * with the help of the copies of the advices received by it from 
the frontier telegraph office and the postal confirmations received subse- 
quently from the offices of issue. The particulars of each telegraphic money 
order including the full address of the payee, and the numbers assigned 
to the telegraphic money order by the office of issue and the frontier tele- 
graph office should be entered in these lists. The postal confirmation should 
be carefully examined and, in respect of each bearing the entry “A. P. 
Due” in the upper right-hand corner, the letters A. P. should be written 
against the relative entry in the telegraphic money order advice list. These 
lists should be separate from those of ordinary money orders and the two 
classes of telegraphic money orders should be grouped separately under 
proper headings in each list. The telegraphic money order advice list should, 
however, bear the same No. (with the letter T. prefixed to it) and date as the 
No. and date of the outward lists of ordinary money orders despatched 
by the same mail, and the total of the former lists should be entered at foot 
of the latter and a grand total struck. A similar procedure will be followed 
by each of the countries named in rule 1 in respect of telegraphic money 
orders advised to India and there will thus be no necessity for a separate 
account for telegraphic money orders. An extract from the telegraphic 
money order outward list should be prepared for each of the four audit 
offices to which it should be sent, together with the copies of the telegraphic 
money order advices in support of the entries made therein. 


Noth. — A s the remitter of a money ord^r is entitled to obtain, free of charge, an acknowledgment 
of the payment of the amount of the order signed by the payee, it is not necessary to write the 
letter "A. P.” in any case m the telegraphic money order advice list for Aden. 


5. Telegraphic money orders which cannot ultimately be paid or are 
refused by the payee, or which the remitters desire to be repaid to them- 
selves, should not be resignalled, but should be returned to the country of 
origin for repayment to the remitters, as ordinary foreign void or repaid 
money orders, but in respect of these money orders, commission at J per 
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cent, should not be credited back to the country of origin of the orders. Th< 
amounts of the repaid or void telegraphic money orders should placec 
at the disposal of the country of issue, either by letter in compliance wit! 
applications for repayment from the post office of issue or in lists of order 
which have become void. The original particulars of these telegraphic 
money orders should be included in the lists of void or repaid orders whicl 
accompany the accounts for the period concerned. The # totals of thes« 
lists, which will thus include both ordinary and telegraphic money orders, 
should be carried to the credit of the country of issue in the money ordei 
account. 

6. The entries relating to telegraphic money orders in the inward mone 3 
order lists will be checked by the respective account office with the copies 
of the advices received by it from the frontier telegraph office and the 
attested copies of telegraphic advices received from the offices of payment 
in India. 

■7. The account office concerned will receive from the respective frontiei 
telegraph office a copy of every non-delivery report or paid service advice 
relating to outward or inward foreign telegraphic money orders and wil 
take a careful note of any alterations that are made in the name and address 
of the payee. 

8. Any error or discrepancy that may be discovered at Bombay oi 
Calcutta should be settled in communication between the Superintendent 
Foreign Post, Bombay, or the Presidency Postmaster, Calcutta, and tin 
officers concerned specified^ below, and any re-adjustments that may In 
uecessary, should be made in the money order account then in hand. 


Name of country. 

(1) Great Britain and Northern Ireland . 

(2) Eire (Ireland) .... 

(3) Aden «••»«. 

(4) Kenya, Uganda and Tanganyika 

Territory. 

(6) Nyasaland Protectorate . 

(6) Mauritius 

(7) Zanzibar 

(5) Seychelles 

(9) Iraq 

(10) Malaya 

(11) Trengganu (through Malaya) . 

(12) Kedah 

(13) Kelantan 

(14) Johore 


Designation of officers. 

Conti oiler, Money Order Department 
General Post Office, London. 

Postmaster, Dublin. 

Postmaster, Aden. 

Chief Accountant, G. P. O., Nairobi. 

Postmaster, Zomba. 

Postmaster, General Post Office, Port 
Louis. 

Postmaster, Zanzibar. 

Postmaster, Seychelles. 

Postmaster, Basrah Head Office. 

Central Accounts Office, Kuala Lumpur. 
Postmaster, Singapore. 

Postmaster, Alor Star Post Office. 
Postmaster, Kota Bharu. 

Postmaster, Johore Bahru. 
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9. Special care should be taken that all errors and discrepancies relating 
to foreign telegraphic money orders are treated as matters requiring imme- 
diate attention, and that they are not allowed to he dealt with in a routine 
way- Such irregularities should be reported to the country of issue, by 
paid service telegram, if necessary. Paid service .telegrams (or advices as 
'they are commonly called) are usually exchanged in the names of the tele- 
graph offices of destination and origin (set Posts and Telegraphs Manual , 
Volume XI, Part IV, paragraph 440). When an account office wishes to 
call attention to any error or discrepancy in an inward or outward foreign 
■telegraphic money order, it will be necessary to aslr the proper frontier 
telegraph office to frame the advice, ao that cffice would have to quote the 
reference and transfer number in the authorised form adopted by telegraph 
•offices. The advices should be classed F£T and dealt with as ordinary 
•paid service advices. However, as the Poit Office and the Telegraphs no\* 
form one Department, it will not be necec-Li^ for the office of account to 
formally pay the cost of the service advice. 

10. When an advice of payment is requited in respect of an inward 
telegraphic money order, the office of account concerned will, on receipt 
of a copy of the advice from the appropriate frontier telegraph office, or of 
the telegraphic money order advice list from the country of issue of the 
•telegraphic money order as the case may be, forward to the office of pay- 
ment in India an advice of payment giving the number of the telegraphic 
»money order together with a postal service cover addressed to the foreign 
office of exchange as shown below: — 


' Name of the country of issue of the 
telegraphic money order. 

Office of exchange to which advice of 
payment is to be sent. 

(1) Great Britain and Not them Ireland . 

General Post Office, London. 

{2) Eire (Ireland) 

Dublin. 

(3) Tanganyika Territory 

Dar-es-salaam. 

(4) Kenya and Uganda 

Mombasa. 

(5) Nyasaland Protectorate . 

Zomba. 

(6) Mauritius 

Port Louis. 

(7) Zanzibar . 

Zanzibar. 

• (8) Seychelles 

Seychelles. 

,(9) Iraq 

(1) Baghdad in respect of telegraphic 
money orders from Baghdad, Baghdad 
Cantonment and Mosul. 

(2) Basrah in respect of telegraphic money 
order from Basrah and Kuwait. 

.(10) Malaya ..... 

Kuala Lumpur. 

(11) Kelantan .... 

Kota Bharu. 

(12) Kedah . 

Alor Star. 

i{13) Johore . 

Johore Bahru. 
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n When the charge for an advice of payment has been prepaid in respect 
of an outward telegraphic money order, the account office concerned wilt 
receive from the appropriate foreign office of exchange as mentions i 
preceding°rale an advice of payment in due course ^e lnjan office of 
account should then ascertain from the copy of the 1 ff^the 

money order advice on record the original number assigned to lt by the 
Office of issue in India, insert that number in the advice of 
forward the latter document to the office of issue in a postal service cover. 

(B) For the Calcutta Office of Exchange in dealing with Indo-Bwrmar 
: ' Telegraphic Money Orders. 


12. Telegraphic money orders are exchanged between India and Burma* 
under the procedure prescribed for Indo-Ce}lon t^legrapmc money orders 
except in the following respects: — 

(a) An advice relating to a telegraphic money order issued in India 
for payment in Burma will pass through one or other of the 
frontier telegraph offices at Calcutta, Madras and Ohittagongr 
which will insert as the first word in the text, for the purpose 
4 of audit and check, a new No., beginning with No. 1 on the first 

of each month, prefixed by an initial letter to denote the- 
frontier office of transfer— X for Calcutta, Y for Madras and Z 
for Chittagong. The frontier telegraph office, after signalling 
the advice, will send, by post, to the Calcutta office of exchange 
a copy of the advice showing both the original No., assigned to* 
it bv the office of issue, and the new serial No., assigned by 
itself. The copy of the advice will enable the Calcutta offioe 
of exchange to apply usual tests in the way of comparing the* 
advice with the postal confirmation when the latter comes to* 
hand before bringing the item into account in the money order 
advice list. 


( b ) An advice relating to a telegraphic money order issued in Burma 
for payment in India will similarly pass through one or other 
of the frontier telegraph offices at Akyab, Mandalay and' 
Rangoon and will be numbered in the same way as an outward 
telegraphic money order from India— the initial letters used 
being A, M, and R, respectively. The telegraphic money order 
will be received in one or other of the Indian frontier 
telegraph offices named in the preceding para, which, in its* 
turn,, will signal the advice direct to the office of payment, for- 
warding at the same time, by post, a copy of the message to the* 
Calcutta office of exchange. The advice will show the monthly 
serial No., with the initial letters which may be assigned by the 
frontier telegraph office in Burma, as well as the No. assigned 
bv the office of issue. The Calcutta office of exchange will check 
the copy of the advice received from the Indian frontier tele- 
graph office with the attested copy of the advice received from 
the office of payment and the list of telegraphic money orders 
received from Burma and take steps to adjust the amount of the* 
order in the money order account with Burma. 

(c) The telegraphic money orders advised to Burma will be included 
by the Calcutta office of exchange in lists with the help of the- 
copies of the advioes received by it from the telegraph offices and 
the postal confirmations received subsequently from the offices of 
issue in India. & * 
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The lists should contain numbers assigned by the offices of issue, 
monthly serial numbers arranged consecutively with the distinc- 
tive initial letters assigned by each of the frontier telegraph 
offices, dates, names of the offices of issue and the amounts of the 
orders and be sent to the Postmaster, Rangoon. The telegraphic 
money order advice list so advised should be separate from those 
of ordinary money orders and the telegraphic money orders 
advised by different frontier telegraph offices should be grouped 
separately under proper heading in each list. The telegraphic 
money order advice lists should, however, bear the same number 
(with the letter T prefixed to it) and date as the number and 
date of outward list of ordinary money orders despatched by 
the same mail, and the total of the former list should be entered 
at foot of the latter and a grand total struck. A similar proce- 
dure will also be observed by the Postal Administration of 
Burma in respect of telegraphic money orders advised to India 
and there will thus be no necessity for a separate account for 
telegraphic money orders. 

(d) A duplicate copy of all outward, and inward telegraphic money 
order lists prepared by the exchange office of the country of 
issue is forwarded by the Calcutta office of exchange to the 
Calcutta Audit office at the time of forwarding the list to 
Burma or as soon as it is received from Burma, as the case may 
be. 

f e ) Any error or discrepancy that may be discovered at Calcu tta 
should be settled in communication between the "Presidency 
Postmaster, Calcutta, and the Postmaster, Rangoon, _and any 
readjustment that may be necessary will be made in the money 
order account then in hand. 

<C) For the Madura office of exchange in dealing with Indo-Ceylon tele- 
graphic money orders . 

13. Telegraphic money orders are exchanged between India and Ceylon 
under the procedure prescribed for inland telegraphic money orders except 
in the following respects: — 

(a) The telegraphic money order advices will pass through the Madras 

Central Telegraph Office which will send by post copies of ihe 
advices to the Madura office of exchange. 

(b) The copies of the advices relating to outward telegraphic money 

orders will enable the Madura office to apply the usual tests 
in the way of comparing the advices with the postal confirma- 
tions when the latter come to hand. 

( c ) The telegraphic money orders advised to Ceylon will be included 

by the Madura office of exchange in lists (Form M. O. 54) 
with the help of the copies of the advices received by it from 
the Madras Central Telegraph Office and the postal confirma- 
tions received subsequently from the offices of issue in India. 
The list should contain all the particulars of the telegraphic 
money orders and be sent to the Accountant, General Post Office. 
Colombo. An extract from the outward telegraphic money oj der 
lists (Form M. 0.-54) should also be prepared for each of the 
four audit offices to which it should be sent, accompanied by the 
respective copies of the telegraphic money order advices in 
support of the entries made therein. The list so prepared should 
be numbered consecutively from an annual series. 
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(d) As regards inward telegraphic money orders, the Madura office of 

exchange, on receipt of the copies of the advices from the 
Madras Central Telegraph Office, will enter all the necessary 
particulars in a register maintained in manuscript for the pur- 
pose, and then place the advipes on record. The entries in the 
xegister will be checked and ticked off with the attested copies 
of the telegraphic advices received from the offices of payment 
in India. The date of receipt of the attested copy should be noted 
in the column of fchc register set apart for the purpose. In order 
chat a proper watch may be kept on the receipt of the attested 
copies, the following procedure should be followed. On receipt 
of the telegraphic advice, the Madura office must note against 
the entry of it in the register the date on which the attested 
copy is due, as nearly as can be calculated. If the attested copy 
is not received on the due date, it will be called for from the 
office of payment. 

(e) Summaries of all inward telegraphic money order lists will be 

piepared in form M. 0.-56 and forwarded to the Home Audit 
office. 

i/) Particulars of all telegraphic money orders re-advised as unclaimed 
oi refused to the country of issue will be entered in the outward 
lists of telegraphic money orders with explanatory remarks. No 
money order commission or credit on account of the telegram 
should be shown in the list. 

(g) A monthly money order account should be prepared in form M. O - 
55 by the Madura office of exchange on the basis of the lists 
received and despatched during a month. The credit to be ghen 
to each country will be the value of the telegraphic money orders 
drawn on that country plus one-half per cent, additional on the 
total by way of commission. The balance of the account should 
be settled through the monthly money order account.. 
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appendices c (a) and c (6). 


List of Account Sides in Appendix 0(a). 

{Issued under the authority of the Auditor-General.) 

Rule. 

13(c). List of telegraphic money orders drawn in India on Ceylon. 

13(e). Summary of Ceylon inward telegraphic money order list. 

13(p) Monthly account of telegraphic money orders exchanged between 
India and Ceylon. 

Appendix 0 (b). 

[Referred to in Note 2 of rules 39S end £02/19.] 

List of Banks authorised to encash crossed Postal Orders, 

The names of banks which have entered into an express agreement with 
4he Heads of Circles, in accordance with the provisions of rule of the 

Posts and Telegraphs Manual , Volume VIII, for the encashment of crossed 
postal orders— British, Indian and Irish— aie given below: — 


Names of bar! s. 


Ch-.' of orders which can 
be encashed. 


Allahabad Bank, Ltd , with all th^ir branch offices . 

American Express Co., Bombay and Calcutta . 

Amritsar Central Co-operative Bank, Ltd , Amritsar 

Andhra Bank, Ltd., Masulipatam, with all their branch 
offices. 


British and Indian. 
British, Indian and Irish. 
Do. 

Do. 


Bank of Bihar, Ltd.,, Patna, with all their branch offices . 

Bank of Cochin, Ltd., Emabulam, Cochin, with all their 
branch offices. 

Bank of India, Ltd., Bombay, with all them branch offices . 

Bank of Kolhapur with all their branch offices 

Bank of Mysore, Ltd., Bauj 2ore, with all their branch 
offices. 

Bank of Nagpur, Ltd., with all their branch offices . 

Bansi Lai Ram Rattan R. B , Lahore Cantonment . 

Bareilly Corporation (Bank) Ltd , with all their branch 
offices. 

Bengal Ctntnd Bank, Ltd., Calcutta, with all their branch 
offices. 

Bhaiband Co-opcietive Bank. Lid , Hyderabad(Sind), with 
all their branch offices. 


British and Indian. 
British, Indian and Irish. 

Indian. 

Do. 

British, Indian and Irish. 


Do. 

Do. 

Do. 

British and Indian. 
Do. 
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Names of banks. Class of orders which can 

be encashed* 


Bhowanipur Banking Corporation, Ltd., with all their British and Indian, 
branch offices. 

Bilaspur Central Co-operative Bank, Ltd., Bilaspm* . . Do. 

Canara Bank, Ltd., Mangalore, with their branch offices . British. 

Cawasji Dinshaw & Bros., Bombay .... Do. 

Central Bank of India, Ltd., Bombay, with all their branch Indian, 
offices. 

Central Exchange Bank, Ltd., Lahore, with all their branch British, Indian and Irish* 
offices. , 

• 

Central Provinces and Berar Provincial Co-operative Bank, Do. 

Ltd., with all their branch offices. 

Chartered Bank of India, Australia and China, Madras, British and Indian. 
Bombay, Calcutta and Karachi. 

Ohawla Bank, Ltd., Bannu, with all their branch offices . British, Indian and Irish. 

Ohujjoomull and Sons, Bankers and Commission Agents, British. 

Mhow, Central India. 

City Bank, Ltd., Lahore British, Indian and Irish. 

Camilla Banking Corporation, Ltd., Comilla, with all their Do. 

branch offices. 

Comptoir National D’escompte De Paris, Bombay . , Do. 

Deendayal Kishonlal, Bankers, Contractors and Commio- British and I ndian. 
sion Agents, Mhow and Nasirabad Raj. 

Oevkaran Nanjee Banking Co., Lid., Bombay, with all Indian, 
their branch offices. 

Ourga Sah Mohan Lai Sah with ail their branch offices , British, Indian and Irish. 

Eastern Bank, Ltd., Bombay, with all their branch British and Indian, 
offices. 

Federation Bank of India, Ltd., Calcutta, with all their Do. 

branch offices. 

Framji & Sons, Bankers, Nasirabad Raj. . . . Indian. 

dirish Bank, Ltd., Calcutta, with all their branch British and India n, 
offices. 


‘Irindley & Co., Ltd*, Bankers, with all their branch Do. 

offices. 


Hongkong and Shanghai Banking Corporation, Bombay. India n, 
with all their branch officas. 
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Names of banks. Class of orders which eaa 

be encashed. 


Hooghly Bank, Ltd., with all their branch offices . . British and Indian. 

imperial Bank of India with all their branch offices . . Do. 

Incha Ram & Co., Meerut Do. 

Indo-Commercial Bank, Ltd., Madras, with all their branch British, Indian and Irish, 
offices. 

•Jigannath & Co., Beldam British. 

•Jwala Bank, Ltd., with all their branch offices . . British, Indian and IrU « 

SEC A. C. A. Association, Hyderabad (Sind), with all their British and Indian, 
branch offices. 

Xhudabadi Amil Co-operative Credit Bank, Hyderabad Do. 

(Sind) with all their branch offices. 

Khudabadi Bhaiband Co -operative Bank . . . Do. 

"Kottayam Bank, Ltd., Kottayam, Travancore, with all British, Indian and Irish* 
their branch offices. 

Kumbakonam Bank, Ltd., Kumbakonam, with all their Do. 

branch offices. 

Latin Christian Bank, Ltd., Smakulam, Cochin, with all Do- * 

their branch offices. 

Lloyds Bank, Ltd., Calcutta, with all their branch offices . British and Indian. 

Lower Sind Zamindarj Co-operative Bank, Hyderabad Do. 

(Sind), with all their branch offices 

"Madras Provincial Co-operative Bank, Ltd., Madras, with British, Indian and Irish, 
all their branch offices. 

Madura Ramnad Central Co-operative Bank, Ltd., Madura, Do. 

with all their branch offices. 

Madura Sourashtra Co-operative Bank, Ltd., Madura, with* Do 

all their branch offices. 

Mercantile Bank of India, Ltd., Bombay and Madras . British. 

Mercantile Bank of India, Ltd., Calcutta, Delhi and British and Indian. 
Karachi. 

Mercantile Co-operative Bank, Ltd., Karachi, with all thoir Do. 

branch offices. 

Mitsui Bank, Ltd., Bombay British and Irish. 

Morris & Morris (Bankers}, Ltd., Calcutta, with all their British and Indian, 
branch offices. 

Mysore Provincial Co-operative Apos Bank, Bangalore Indian. 

City. 
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Names of banks. 


Class of orders which can 
be encashed. 


Nadar Bank, Ltd., Tatieorin, with all their branch offices . British, Indian and Irish. 

Naiai Tal Bank, Ltd., with all their branch offices . . Do. 

Nath Bank, Ltd., with all their branch offices . . . British and Indian. 

National Bank of India, Ltd., Bombay, with all their branch Do. 

offices. 

National City Bank of New York, Calcutta, with all their Do. 

branch offices. 

New Hindustan Bank, Ltd., Lahore, with all their branch British, Indian and Irish, 
offices. 

Palal Central Bank, Ltd., Palai, T^avaneore, with all their Do. 

branch offices. 

Pareck Commercial Bank, Bikaner British. 

Parry & Co., Ltd., Madras, with all their branch offices . British, Endian and Irish*. 

Peerdan Juharmal Bank, Ltd., Trichuiopoly, with all their Do. 

branch offices. 

Peoples Co-operative Bank, Ltd., Amraoti . . . JDo. 

Punjab National Bank, Ltd., Lahore, with all their branch Do. 

offices. 

Punjab and Sind Bank, Ltd., Amritsar, with all their branch Do. 

offices. 

Radha Swami Bank, Ltd., Dayalbagh, Agra . . British and Indian. 

Reserve Bank of India with all their branch offices . , Do. 

Salem District Urban Bank, Ltd., Salem . , . Indian. 

Simla Banking and Industrial Co., Ltd., Lahore, with all British, Indian and Irish., 
their branch offices. 

Sind National Bank, Ltd., Hyderabad (Sind), with all their British and Indian, 
branch offices. 

Tanjore Permanent Fund, Ltd., Tanjore, with all their British, Indian and Iriob. 
branch offices. 

Tam Taran Co-operative Union, Ltd., Tam Taran . . Do. 

Thomas Cook & Sons (Bankers), Ltd, -,ith all their branch British and TnrfW 
offices. 

Travsncore Forward Bank, Ltd., Hetfcayam, Travancore, British, Indian and Irish*, 
with all their branch offices. 

rripura Modem Bonk, Ltd., Akhaura (A. B. By.), with all British and Indian. 

(heir branch offices. 

(I.P. National Bank, Ltd., Aligarh .... British and Indian. 

Cnion Bank of India, Ltd., with all their branch offices . Indian. 



APPENDIX D. 

[Referred to in rule 4 88.} 


SAVINGS BANK 
Interest Table. 


Rate l&per cent, per annum calculated to the 

nearest pie. 
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SAVINGS BANK INTEREST TABLE. 

(Rate 1$ per cent, per annum calculated to the nearest pie.) 


Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 


1 

[ Rs. A 

. p. 


Rs. A. P. 


Rs. A 

p. 


Rs. A 

. P. 

1 

0 

0 

0 

49 

0 

1 

0 

97 

0 

1 

11 

145 

0 

2 

11 

2 

0 

0 

0 

50 

0 

1 

0 

98 

0 

2 

0 

146 

0 

2 

11 

3 

0 

0 

1 

51 

0 

1 

0 

99 

0 

2 

0 

147 

0 

2 

11 

4 

0 

0 

1 

52 

0 

1 

0 

100 

0 

2 

0 

148 

0 

3 

0 

5 

0 

0 

1 

53 

0 

1 

1 

101 

0 

2 

0 

149 

0 

3 

0 

6 

0 

0 

1 

54 

0 

1 

1 

102 

t> 

2 

0 

150 

0 

3 

0 

7 

0 

0 

2 

55 

0 

1 

1 

103 

0 

2 

1 

351 

0 

3 

0 

S 

0 

0 

2 

56 

0 

1 

1 

104 

0 

2 

1 

152 

0 

3 

0 

9 

0 

0 

2 

57 

0 

1 

2 

105 

0 

2 

1 

153 

0 

3 

1 

10 

0 

0 

2 

58 

0 

1 

2 

106 

0 

2 

1 

154 

0 

3 

1 

11 

0 

0 

3 

59 

0 

1 

2 

107 

0 

2 

2 

155 

0 

3 

1 

12 

0 

0 

3 

60 

0 

1 

2 

108 

0 

2 

o 

156 

0 

3 

1 

13 

0 

0 

3 

61 

0 

1 

3 

109 

0 

2 

2 

157 

0 

3 

2 

14 

0 

0 

3 

62 

0 

1 

3 

110 

0 

2 

2 

158 

0 

3 

2 

15 

0 

0 

4 

63 

0 

1 

3 

111 

0 

2 

3 

159 

0 

3 

2 

16 

0 

0 

4 

64 

0 

1 

3 

112 

0 

2 

3 

160 

0 

3 

2 

17 

0 

0 

4 

05 

0 

i 

4 

113 

0 

2 

3 

161 

0 

3 

3 

18 

0 

0 

4 

66 

0 

1 

4 

114 

0 

2 

3 

162 

0 

3 

3 

19 

0 

0 

5 

67 

0 

1 

4 

115 

0 

2 

4 

163 

0 

3 

3 

20 

0 

0 

5 

68 

0 

1 

4 

116 

0 

2 

4 

164 

0 

3 

3 

21 

0 

0 

5 

no 

0 

1 

5 

317 

0 

2 

4 

165 

0 

3 

4 

22 

0 

0 

5 

70 

0 

1 

5 

118 

0 

2 

4 

106 

0 

3 

4 

23 

0 

0 

6 

71 

0 

1 

5 

119 

0 

2 

5 

167 

0 

3 

4 

24 

0 

0 

6 

72 

0 

1 

5 

120 

0 

2 

5 

168 

0 

3 

4 

25 

0 

0 

6 

73 

0 

1 

6 

121 

0 

2 

5 

169 

0 

3 

5 

26 

0 

0 

6 

74 

0 

1 

6 

122 

0 

2 

5 

170 

0 

3 

5 

27 

0 

0 

6 

75 

0 

1 

6 

123 

0 

2 

6 

171 

0 

3 

5 

28 

0 

0 

7 

76 

0 

1 

6 

124 

0 

2 

6 

172 

0 

3 

5 

29 

0 

0 

7 

77 

0 

1 

6 

125 

0 

2 

6 

173 

0 

3 

6 

30 

0 

0 

7 

78 

0 

1 

7 

126 

0 

2 

6 

174 

0 

3 

6 

31 

0 

li 

7 

79 

0 

1 

7 

127 

0 

2 

6 

175 

0 

3 

6 

32 

0 

0 

S 

SO 

0 

1 

7 

128 

0 

2 

7 

176 

0 

3 

6 

33 

0 

0 

S 

81 

0 

1 

7 

129 

0 

2 

7 

177 

0 

3 

6 

34 

0 

0 

8 

S2 

0 

1 

8 

130 

0 

2 

7 

178 

0 

3 

7 

35 

0 

0 

8 

83 

0 

1 

8 

131 

0 

2 

7 

179 

0 

3 

7 

36 

0 

0 

9 

84 

0 

1 

8 

132 

0 

2 

8 

180 

0 

3 

7 

37 

0 

0 

9 

85 

0 

1 

8 

133 

0 

2 

8 

181 

0 

3 

7 

S3 

i 0 

0 

9 

SO 

0 

1 

9 

134 

0 

2 

8 

182 

0 

3 

8 

39 

0 

0 

9 

87 

0 

1 

9 

135 

0 

2 

8 

183 , 

0 

3 

8 

40 

0 

0 

10 

88 

0 

1 

9 

^36 

0 

2 

9 

184 

0 

3 

8 

41 

0 

0 10 

89 

0 

1 

9 

137 

0 

2 

9 

185 

0 

3 

8 

42 

0 

0 

10 

96 

0 

1 

10 

138 

0 

2 

9 

186 

0 

3 

9 

43 

0 

0 

10 

91 

0 

1 

10 

139 

0 

2 

9 

187 

0 

3 

9 

44 

0 

0 

11 

92 

0 

1 

10 

140 

0 

2 10 

188 

0 

3 

9 

45 

0 

0 

11 

93 

0 

1 

10 

141 

0 

2 10 

189 

0 

3 

9 

46 

0 

0 

11 

94 

0 

1 

11 

142 

0 

2 10 

190 

0 

3 10 

47 

0 

0 

11 

95 

0 

3 

11 

143 

0 

2 10 

191 

0 

3 10 

48 

0 

1 

0 

96 

0 

1 

11 

144 

0 

2 11 

192 

0 

3 Id 
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APPENDIX D. 


SAVINGS BANK INTEREST TABLE— contd. 


(Rate ll per cent, per annum calculated to the nearest pie.) 


apital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 


Rs 

. A 

. p. 


Rs 

. A 

. p. 

193 

0 

3 

10 


0 

4 

10 

194 

0 

3 

11 


0 

4 

10 

195 

0 

3 

11 


0 

4 

11 

190 

0 

3 

LI 

245 

0 

4 

11 

197 

0 

3 

11 

246 

0 

4 

11 

198 

0 

4 

0 

247 

0 

4 

11 

199 

0 

4 

0 

248 

0 

5 

0 

200 

0 

4 

0 

249 

0 

5 

0 

201 

0 

4 

0 

250 

0 

5 

0 

202 

0 

4 

0 

251 

0 

5 

0 

203 

0 

4 

1 

252 

0 

5 

0 

204 

0 

4 

l 

25 3 

0 

5 

1 

205 

0 

4 

1 

254 

0 

5 

1 

206 

0 

4 

1 

255 

0 

5 

1 

207 

0 

4 

2 

256 

0 

5 

1 

208 

0 

4 

2 

257 

0 

5 

2 

209 

0 

4 

2 

258 

0 

5 

2 

210 

0 

4 

2 

239 

0 

5 

2 

211 

0 

4 

3 

260 

0 

5 

2 

*212 

0 

4 

3 

261 

0 

5 

3 

213 

0 

4 

3 

262 

0 

5 

3 

214 

0 

4 

3 

263 

0 

5 

3 

215 

0 

4 

4 

264 

0 

5 

3 

216 

0 

4 

4 

265 

0 

5 

4 

217 

1 0 

4 

4 

266 

0 

5 

4 

218 

0 

4 

4 

267 

0 

5 

4 

2119 

0 

4 

5 

268 

0 

5 

4 

220 

0 

4 

5 

269 

0 

5 

5 

221 

0 

4 

5 

270 

0 

5 

5 

222 

0 

4 

5 

271 

0 

5 

5 

223 

0 

4 

6 

272 

0 

5 

5 

224 

0 

4 

6 

273 

0 

5 

6 

225 

0 

4 

6 

274 

0 

5 

6 

226 

0 

4 

6 

275 

0 

5 

6 

227 

0 

4 

6 

276 

0 

5 

6 

228 

0 

4 

7 

277 

0 

5 

6 

229 

0 

4 

7 

278 

0 

5 

7 

230 

0 

4 

7 

279 

0 

5 

7 

231 

0 

4 

7 

280 

0 

5 

7 

2*2 

0 

4 

8 

281 

0 

5 

7 

233 

0 

4 

8 

282 

0 

5 

8 

234 

0 

4 

8 

283 

0 

5 

8 

235 

0 

4 

8 

284 

0 

5 

8 

236 

0 

4 

9 

285 

0 

5 

8 

237 

0 

4 

9 

286 

0 

5 

9 

238 

0 

4 

9 

287 

0 

5 

9 

239 

0 

4 

9 

288 

0 

5 

9 

240 

0 

4 10 

289 

0 

5 

9 

241 

0 

4 10 

290 

0 

S 10 


Capital. 


Interest 

for 

I month. 


Capital. 


Rs. A. p. 


Interest 

fop 

1 month. 


Rs. a. p. 


201 

292 

293 

294 
203 

296 

297 

298 

299 

300 

301 

302 

303 

304 

305 

306 

307 

308 

309 

310 

311 

312 

313 

314 

315 

316 

317 

318 

319 

320 

321 

322 

323 

324 

325 

326 

327 

328 

329 

330 

331 

332 

333 

334 

335 

336 

337 

338 

339 


0 5 10 
0 5 10 
0 5 10 
0 5 11 
0 5 11 
0 5 J1 
0 5 11 
0 6 0 
0 6 0 
0 6 0 
0 6 0 
0 6 0 
0 6 1 
0 6 1 
0 6 1 
0 6 1 
0 6 2 
0 6 2 
0 6 2 
0 6 2 
0 6 3 
0 6 3 
0 6 3 
0 6 3 
0 6 4 
0 6 4 
0 6 4 
0 6 4 
0 6 5 
0 6 5 
0 6 5 
0 6 5 
0 6 6 
0 6 6 
0 6 6 
0 6 6 
0 6 6 
0 6 7 
0 6 7 
0 6 7 
0 6 7 
0 0 8 
0 0 8 
0 6 8 
0 6 8 
0 6 9 
0 6 9 
0 6 9 
0 6 9 


340 

341 

342 

343 

344 

345 

346 

347 

348 

349 

350 

351 

352 
333 

354 

355 

356 

357 

358 

359 

360 

361 

362 

363 

364 

365 

366 

367 

368 

369 

370 

371 

372 

373 

374 

375 

376 

377 

378 

379 

380 
781 

382 

383 

384 

385 

386 

387 

388 


0 6 10 
0 6 10 
0 C if) 
0 6 30 
0 <S 11 
0 0 11 
0 6 11 
0 6 11 
0 7 0 
0 7 0 
ft 7 0 
0 7 0 
0 7 0 
O 7 1 

0 7 1 

0 7 1 
0 7 1 
0 7 2 
0 7 2 
0 7 2 
0 7 2 
0 7 i 
O 7 3 

ft 7 3 
O 7 1 

0 7 4 
0 7 4 
0 7 4 
0 7 4 
0 7 5 
0 7 5 

0 7 5 
0 7 5 
0 7 6 
0 7 6 
0 7 6 
0 7 6 
0 7 6 
0 7 7 
0 7 7 
0 7 7 
0 7 7 
0 7 8 
0 7 8 
0 7 9 
0 7 8 
0 7 0 
0 7 9 
0 7 9 
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APPENDIX D. 


SAYINGS BANK INTEREST TABLE -eontd. 


(Rate l£ per cent, prr annum calculated to the nearest pie.) 


Capital. 

Interest 

for 

] month. 

Capital. 

Interest 

for 

1 mouth. 

Capital 

Intel est 
for 

1 moi Ih. 

Capital 

Interest 

for 

1 month. 


Bs. 

A. 

p. 


Bs. 

. A 

. p. 


Bs. A. 

p. 


Bs. A. 

p. 

389 

0 

7 

9 

438 

0 

8 

9 

487 

0 9 

9 

536 

0 10 

9 

390 

0 

7 : 

10 

439 

0 

8 

9 

488 

0 9 

9 

537 

0 10 

9 

391 

0 

7 

10 

440 

0 

8 

10 

489 

0 9 

9 

538 

0 10 

9 

392 

0 

7 

10 

441 

0 

8 

10 

490 

0 9 10 

539 

0 10 

9 

393 

0 

7 

10 

442 

0 

8 

10 

491 

0 9 10 

540 

0 10 10 

394 

0 

7 

11 

443 

0 

8 

10 

492 

0 9 10 

541 

0 10 10 

395 

0 

7 

11 

444 

0 

8 

11 

493 

0 9 10 

542 

0 10 10 

396 

0 

7 

11 

445 

0 

8 

11 

494 

0 9 11 

543 

0 10 10 

397 

0 

7 

11 

446 

0 

8 

11 

495 

0 9 11 

544 

0 10 11 

398 

0 

8 

0 

447 

0 

8 

11 

496 

0 9 11 

545 

0 10 11 

399 

0 

8 

0 

448 

0 

9 

0 

497 

0 9 11 

546 

0 10 11 

400 

0 

S 

0 

449 

0 

9 

0 

498 

0 10 

0 

547 

0 10 11 

401 

0 

8 

0 

450 

0 

9 

0 

499 

0 10 

0 

548 

0 11 

0 

402 

0 

8 

0 

451 

0 

9 

0 

500 

0 10 

0 

549 

0 11 

0 

403 

0 

8 

1 

452 

: 0 

9 

0 

501 

0 10 

0 

550 

0 11 

0 

404 

0 

8 

X 

453 I 

| 0 

9 

1 

502 

0 10 

0 

551 

o n 

0 

405 

0 

8 

1 

454 

0 

9 

1 

503 

0 10 

1 

552 

0 11 

0 

406 

0 

8 

1 

455 

0 

9 

1 

504 

0 10 

1 

55 3 

0 11 

1 

407 

0 

8 

2 

456 

0 

9 

1 

503 

0 10 

1 

554 

o n 

1 

408 

0 

8 

2 

457 

0 

9 

2 

506 

0 10 

1 

555 

0 11 

1 

409 

0 

8 

2 

458 

0 

9 

2 

507 

0 10 

2 

556 

0 11 

1 

410 

0 

8 

2 

459 

0 

l ; 

2 

508 

0 10 

2 

55 7 I 

0 11 

2 

411 

0 

8 

3 

400 

0 

9 

2 1 

509 

0 10 

2 

558 

0 a 

2 

412 

0 

8 

3 

461 

0 

9 

3 

510 

0 10 

2 

559 

0 11 

2 

413 

0 

8 

3 

462 

0 

9 

3 

511 

0 10 

3 

56 0 

0 11 

2 

414 

0 

8 

3 

463 

0 

9 

3 

512 

0 10 

3 

561 

0 11 

3 

415 

0 

8 

4 

464 

0 

9 

3 

513 

0 10 

3 

562 

0 11 

3 

416 

0 

8 

4 

465 

0 

9 

4 

514 

0 16 

3 

563 

0 11 

3 

417 

0 

8 

4 

466 

0 

9 

4 

515 

0 10 

4 

564 

0 11 

3 

418 

0 

8 

4 

467 

0 

9 

4 

516 

0 10 

4 

565 

0 11 

4 

419 

0 

8 

5 

468 

0 

9 

4 

517 

0 10 

4 

566 

0 11 

4 

420 

0 

8 

5 

469 

0 

9 

5 

318 

0 10 

4 

567 

0 11 

4 

421 

0 

8 

5 

470 

0 

9 

5 

519 

0 10 

5 

568 

0 11 

4 

422 

0 

8 

5 

471 

0 

9 

5 

320 

0 10 

5 

569 

0 11 

5 

423 

0 

8 

6 

472 

0 

9 

5 

521 

0 10 

5 

570 

0 11 

5 

424 

0 

8 

6 

473 

0 

9 

6 

522 

0 10 

5 

571 

o a 

5 

425 

0 

8 

6 

474 

0 

9 

6 

523 

0 10 

a 

572 

o a 

5 

426 

0 

8 

6 

MS 

0 

9 

6 

524 

0 10 

6 

573 

0 11 

6 

427 

0 

8 

6 

476 

0 

9 

6 

525 

0 10 

6 

574 

o a 

6 

428 

0 

8 

7 

477 

0 

9 

6 

526 

0 10 

6 

57 5 

0 a 

6 

429 

0 

8 

7 

478 

0 

0 

7 

527 

0 10 

6 

576 

0 11 

6 

430 

0 

8 

7 

4 

0 

9 

7 

528 

0 10 

7 

577 

o a 

6 

431 

0 

8 

7 

480 

0 

9 

7 

529 

0 10 

7 

578 

o a 

7 

432 

0 

8 

8 

481 

0 

9 

7 

530 

0 10 

7 

579 

o a 

7 

433 

0 

8 

8 

482 

0 

9 

8 

531 

0 10 

7 

580 

0 11 

7 

434 

0 

8 

8 

483 

0 

9 

8 

532 

0 10 

8 

581 

o a 

7 

435 

0 

8 

8 

484 

0 

9 

8 

533 

0 10 

8 

582 

o a 

8 

436 

0 

8 

9 

485 

0 

9 

8 

534 

0 10 

8 

583 

0 a 

8 

437 

0 

8 

9 

486 

0 

9 

9 

535 

0 10 

8 

584 

0 11 

8 
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APPENDIX D. 


SAVINGS BANK INTEREST TABLE — contd. 

(Rate 1| per cent, per annum calculated to the nearest pie.) 


Capital. 

Interest 

for 

1 month. 

Capital 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 


R.S. A 

p. 

pi 

Rs. A 

p. 


Rs. A 

P. 

585 

0 11 

8 

m 

0 12 

8 

683 

0 13 

8 

586 

0 11 

9 

iHm 

0 12 

8 

684 

0 13 

8 

587 

0 11 

9 

636 

0 12 

9 

685 

0 13 

8 

588 

0 11 

9 

637 

0 12 

9 

686 

0 13 

9 

589 

e li 

9 

638 

0 12 

9 

687 

0 13 

9 

590 

0 11 

10 

639 

0 12 

9 

688 

0 13 

9 

591 

0 11 

10 

640 

0 12 

10 

689 

0 13 

9 

59-J 

0 11 

10 

641 

0 12 

10 

690 

0 13 

10 

593 

0 11 

10 

642 

0 12 

10 

691 

0 13 

10 

594 

0 11 

11 

643 

0 12 

10 

692 

0 13 

10 

595 

0 11 

11 

644 

0 12 

11 

693 

0 13 

10 

596 

0 11 

11 

645 

0 12 

11 

694 

0 13 

11 

597 

0 11 

11 

6*±6 

0 12 

11 

695 

0 13 

11 

598 

0 12 

0 

C47 

0 12 

11 

696 

0 13 

11 

599 

0 12 

0 

648 

0 13 

0 

697 

0 13 

11 

600 

0 12 

0 

649 

0 13 

u 

698 

0 14 

0 

601 

0 12 

0 

650 

0 13 

0 

699 

0 14 

0 

602 

0 12 

0 

651 

0 13 

0 

700 

0 14 

0 

603 

0 12 

1 

652 

0 13 

0 

701 

0 34 

0 

604 

0 12 

1 

653 

0 13 

1 

702 

0 14 

0 

605 

0 12 

1 

654 

0 13 

1 

703 

0 14 

1 

606 

0 12 

1 

655 

0 13 

1 

704 

0 14 

1 

607 

0 12 

2 

656 

0 13 

1 

705 

0 14 

1 

608 

0 12 

2 

657 

0 13 

2 

706 

0 14 

1 

609 

0 12 

2 

658 

0 13 

2 

707 

0 14 

2 

610 

0 12 

2 

659 

0 13 

2 

708 

0 14 

2 

611 

0 12 

3 

6G0 

0 13 

2 

709 

0 14 

2 

612 

0 12 

3 

661 

0 13 

3 

710 

0 14 

2 

617 ! 

0 12 

3 

G62 

0 13 

3 

711 

0 14 

3 

614 

i) 12 

o 

o 

063 

0 13 

3 

712 

0 14 

3 

61 j 

0 12 

4 

6G4 

0 13 

3 

713 

0 14 

3 

615 

0 12 

4 

665 

0 13 

4 

714 

0 14 

3 

617 

0 12 

4 

666 

0 13 

4 

715 

0 14 

4 

615 

0 12 

4 

mum 

0 13 

4 

716 

0 14 

4 

619 

0 12 

5 

GO s 

0 13 

4 

717 

0 14 

4 

620 

0 12 

5 

639 

0 13 

5 

718 

0 14 

4 

621 

0 12 

5 

o70 

0 13 

5 

719 

0 14 

5 

62J 

0 12 

5 

671 

0 13 

5 

720 

0 14 

5 * 

621 

0 12 

6 

672 

0 13 

5 

721 

0 14 

5 

624 

0 12 

6 

673 

0 13 

6 

722 

0 14 

5 

625 

9 12 

6 

674 

0 13 

6 

723 

0 14 

6 

626 

0 12 

6 

675 

0 13 

6 

724 

0 14 

6 

627 

0 12 

6 

676 

0 13 

6 

725 

0 14 

6 

62S 

0 12 

7 

677 

0 13 

6 

# 726 

0 14 

6 

629 

0 32 

7 

678 

0 13 

7 

727 

0 14 

6 

630 

0 12 

7 

670 

0 13 

7 

728 

0 14 

7 

631 

0 12 

7 

6S0 

0 IS 

7 

729 

0 14 

7 

632 

0 12 

S 

681 

0 13 

7 


0 14 

7 

633 j 

0 12 

8 

6 S3 

0 13 

8 

731 

0 14 

7 


Capital, 


732 

733 

734 

735 

736 

737 
733 

4 «7 

740 

741 

742 

743 

744 

745 

746 

747 

748 

749 

750 

751 

752 

753 

754 

755 
750 

757 

758 

759 
709 
76 1 

702 

703 

764 

765 
763 
7G7 
763 
7G9 

770 

771 

772 

773 

774 

775 
770 

777 

778 

779 

780 


I Interest 
for 

1 month. 


Rs. a. p. 


14 
14 
14 
14 
14 
14 
14 
14 

14 10 
14 10 
14 10 

14 10 
0 14 11 
0 14 11 
0 14 11 
0 14 11 
0 15 0 
0 15 
0 15 
0 15 
0 15 

15 
15 
15 
15 
15 
15 
15 
15 
15 
15 
15 
15 
15 
15 


0 

0 

0 

0 

1 

1 

1 

1 

2 

2 


0 15 
0 15 
0 15 
0 15 
0 15 
0 15 
0 15 
0 15 
15 
15 
15 
0 15 
0 15 
0 15 


3 

3 

3 

3 

4 
4 
4 

4 

5 
5 
5 

5 

6 
6 
6 
6 
6 
7 
7 
7 
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SAVINGS BANK INTEREST TABLE— contd. 


(Rate 1 \ per oent. per annum calculated to the nearest pie.) 


Capital. 

Interest 

for 

, 1 month. 

f 

Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 


' Rs. A 

1 

. p. 


Rs. A. p. 


1 Rs 

. A 

P. 


Rs 

. A. P. 

T81 

0 15 

7 

831 

1 

0 7 

881 

1 

1 

7 

931 

1 

2 7 

782 

0 15 

8 

832 

1 

0 8 

882 

1 

1 

8 

932 

1 

2 8 

783 

0 15 

8 

833 

1 

0 8 

833 

1 

1 

8 

933 

1 

2 8 

784 

, 0 15 

8 

834 

1 

0 8 

884 

1 

1 

8 

934 

1 

2 8 

785 

0 15 

8 

835 

1 

0 8 

885 

1 1 

1 

8 

935 

1 

2 8 

786 

0 15 

9 

836 

1 

0 9 

886 

1 

1 

9 

936 

1 

2 9 

787 

0 

15 

9 

837 

1 

0 9 

887 

I 

1 

9 ] 

937 

1 

2 9 

788 

0 

15 

9 

838 

1 

0 9 

888 

1 

1 

9 i 

938 

1 

2 9 

789 

0 

15 

9 

839 

1 

0 9 

8S9 

1 

1 

9 : 

939 

1 

2 9 

790 

0 

15 10 

840 

1 

0 10 

890 

1 

1 

10 

940 

1 

2 10 

791 

0 

15 10 

841 

1 

0 10 

891 

1 

1 

10 

941 

1 

2 10 

792 

0 

15 10 

842 

1 

0 10 

892 

1 

1 

10 

942 

1 

2 10 

793 

, 0 

15 10 

843 

1 

0 10 

893 1 

1 

1 

10 

942 

1 

2 10 

794 

0 

15 11 

844 

1 

0 11 

894 

1 

1 

11 

. 944 

1 

2 11 

795 

1 0 

15 11 

845 

1 

0 11 

895 

1 

1 

11 

* 945 

1 

2 11 

796 

0 

15 11 

846 

1 

0 11 

896 

1 

1 

11 

946 

1 

2 11 

797 

' 0 

15 11 

847 

1 

0 11 

897 

1 

1 

11 

947 

1 

2 11 

798 

1 

0 

0 

848 

1 

1 0 

898 

1 

2 

0 

948 

1 

3 0 

799 

1 

0 

0 

849 

1 

1 0 

899 

1 

2 

0 . 

949 

1 

3 0 

800 

1 

0 

0 

859 

1 

1 0 

900 

1 

2 

0 

950 

1 

3 0 

801 

1 1 

0 

0 

851 

1 

1 0 

901 

1 

2 

0 1 

951 

1 

3 0 

802 

1 

0 

0 

852 

1 

1 0 

902 

1 . 

2 

0 1 

952 

1 

3 0 

80S 

1 

0 

1 

853 

1 

1 1 

903 

1 

2 

1 , 

953 

1 

3 1 

804 

1 

0 

1 

854 

1 

1 1 

904 

1 

2 

1 . 

954 1 

1 

3 1 

806 

1 

0 

1 

855 

1 

1 1 

905 

1 

2 

1 1 

955 

1 

3 1 

806 

1 1 

0 

1 

856 

1 

1 1 

906 

1 

2 

1 , 

956 

1 

3 1 

807 | 

1 1 

0 

2 

857 

1 

1 2 

907 

1 

2 

2 

957 

1 

3 2 

808 

1 

0 

2 

858 

1 

1 2 

908 

1 

2 

2 

958 

1 

3 2 

869 

1 

0 

2 

859 

1 

1 2 

909 

1 

2 

2 ! 

959 

1 

3 2 

810 

1 

0 

2 

860 

1 

1 2 

910 

1 

2 

2 1 

960 

1 

3 2 

811 i 

1 

0 

3 

861 

1 

1 3 

911 

1 

2 

3 

961 

1 

3 3 

812 i 

1 

0 

3 

862 

1 

1 3 

912 

1 

2 

3 , 

962 

1 

3 3 

813 i 

1 

0 

3 

863 

1 

1 3 

913 

1 

2 

3 

963 

1 

3 3 

814 1 

1 

0 

3 

864 

1 

1 3 

914 

1 

2 

3 1 

964 

1 

3 3 

815 , 

1 

0 

4 

865 

1 

1 4 

915 

1 

2 

4 1 

965 

1 

3 4 

816 I 

1 

0 

4 

866 

1 

1 4 

916 | 

1 

2 

4 

966 

1 

3 4 

817 ' 

1 

0 

4 

867 

1 

1 4 

917 | 

1 

2 

4 ! 

967 

1 

3 4 

818 i 

1 

0 

4 

i 868 

1 

1 4 

918 

1 

2 

4 

968 

1 

3 4 

819 

1 

0 

5 

869 

1 

1 5 

919 

1 

o 

5 1 

969 

1 

3 5 

820 1 

1 

0 

5 

870 

1 

1 5 

920 

I 

2 

5 

970 

1 1 

3 5 

821 

1 

0 

5 

871 

1 

1 5 

921 

1 

2 

5 

971 

! l 

3 5 

822 

1 

0 

5 

872 

1 

1 5 

922 

1 

2 

5 

972 

l 

3 5 

823 | 

1 

0 

6 

873 

1 

1 6 

923 

I 

2 

6 ' 

973 

l 

3 6 

824 i 

1 

0 

6 

874 

1 

1 6 

924 

1 

2 

6 

974 

i 

3 6 

825 l 

1 

0 

6 

875 

1 

1 6 

925 

1 

2 

6 

975 

l 

3 6 

826 

1 

0 

6 

876 

1 

1 6 

926 

1 

2 

6 

976 

l 

3 6 

827 

1 

0 

6 

877 

1 

1 6 

927 

1 

2 

6 

977 

l 

3 6 

828 

1 

0 

7 

878 

1 

1 7 

928 

1 

2 

7 

9.78 

l 

3 7 

829 

1 

0 

7 

879 

1 

1 7 

929 

1 

2 

7 

979 

l 

3 7 

830 

1 

0 

7 

880 

1 

1 7 

930 

1 

2 

7 

980 

i 

3 7 



APPENDIX D 


SAVINGS BANK INTEREST TABLE — concld. 
(Rate If per cent, per annum calculated to the nearest pie.) 


i 

Capital. 

Interest 

for 

1 month. 

Capital. 

Interest 

for 

1 month. 

Caf ital. 

r 

Rs. 

p. 


Rs. A 

.. p. 


981 

1 

‘3 

7 

989 

1 

3 

9 

997 

982 

1 

3 

8 

990 

1 

3 

10 

998 

983 

1 

3 

8 

991 

3 

3 

30 

999 

984 

1 

3 

8 

992 

1 

3 

10 

1,000 

9$5 

1 

3 

8 

993 

1 

3 

10 

2,000 

986 

1 

3 

9 

994 

1 

3 

11 

i 3,000 

987 

1 

3 

9 * 

995 

1 

3 

11 

4,000 

988 

1 

3 

9 

996 

1 

3 

11 

^,000 



Interest 

Capital. for 

1 month. 


Rs \ p. Rs. a. p. 

1 3 11 6,000 7 8 0 

1 4 0 7,000 8 12 0 

1 4 0 8,000 10 0 0 

1 4 0 9,000 11 4 0 

2 8 0 10,000 12 8 0 

3 12 0 

6 0 0 

6 4 0 
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APPENDIX E. 

COMBINED POST AND TELEGRAPH OFFICES. 

Part I.-— General. 

X. Origin and Scope.— In a Resolution No. 287-T., dated 9th October 1883, 
in the Public Works Department, the Government of India decided, with & 
view to utilising the agency of the Post Office m extending the operations* 
of the Telegraph service : — 

(a) General scheme.— To constitute every post office in the Empire at 

xeeeiving office or dep6t for the receipt of ‘Inland* telegrams 
from the public, whence ‘Inland* telegrams will be despatched by 
post to the nearest telegraph station, whether such station be a> 
Government office or an office of a Railway telegraph system. 

Nom— The teim Railway 01 licensed telegraph system includes also Canal telegraph systems. 

(b) Charges for telegrams received at post offices.— To make the 

charge to the public for a telegram received at a post office the 
same as the charge for a telegram received at a telegraph 
office, 

(c) Training of Post Office officials in telegraph duties.— To train a 

number of candidates and Post Office officials in telegraph duties 
(their allowances while under training and all connected expenses 
being borne by Telegraph revenues) for the purpose — 

(i) of combining telegraph with postal work at telegraph stations 
where the work can be done efficiently and cheaper by using 
the agency of the Post Office; and 

(it) of working * branch telegraph stations ^ off the present main 
routes, which it is proposed to establish in post offices. 

(d) Extension of telegraph lines.— To erect short lines of telegraph 

inexpensively constructed connecting the existing telegraph 
system with the post offices in towns in the vicinity, with the 
object of bringing the advantages of the Telegraph within the 
reach of people off the main routes, thus providing a large 
extension of its sphere of usefulness at the least possible 
expense to the State. 

Noxd — "C om offires” and “Postal receiving offices” are defined in the Indian Telegraph 

Ru* s published in th* Posts and Telegraphs Manual , Volume I. 

Papt II. — General instructions tor Circle offices. 

2. £; amination of proposals to open new combined offices.— All proposals 
fo.' opening combined offices must be referred in the first instance to the 
H^ad v>f the Circle concerned for completion of form T. I.-80 for each pro- 
po c al. 

3. Guarantees. — On completion of form T. I. -80 for a proposal for opening 
a combined office, the Head of the Circle will fix the recurring charges 
required for working the office and will proceed in the manner prescribed 
in form T. I. -61 to determine whethei a guarantee for the office should be 
demanded. ( See Chapter V, Posts and Telegraphs Manual , Volume IX.) 

1 Duration of experimental period of combined offices.— When a combined 
office is opened experimentally, the duration of the experiment will be 
usually one year and may be taken as such unless otherwise ordered. 

5. Change in the working hours of combined offices.— The Head of the 
Circle has full powers to sanction alteiation in the working hours of combined 
offices. 
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The Superintendents of post offices and the first class postmasters are 
authorised to revise the telegraph working hours of combined offices subject 
to the condition that the revision is carried out only if (1) the controlling 
office agrees, (2) the chief Civil and Military administrative officers have 
no objection, and (3) the Divisional Engineer, Telegraphs, in whose Division 
the office is situated, agrees, and only if such arrangements for testing and 
other matters as the Divisional Engineer may stipulate, are made simulta*- 
neously. 

6. Closing of combined offices, —The closing of a combined office can be 
•rdered by the He<id of the Circle, if the abolition of its working charges 'is 
within his own powers of sanction; otherwise, the prior sanction of ihe 
Birector-General is necessary. 

7. Notice to licensed telegraph systems. — Early notice must be given to a 
licensed telegraph system whenever it is determined to connect any of its 
•stations by wire with a post office. 

8. Forecast of expenditure on telegraph lines for new combined 
-offices.— The forecast of the expenditure likely to be incurred on telegraph 
lines required for new combined offices to be opened during each financial 
year, will be prepared by the Head of the Circle on the basis of known and 
anticipated requirements. 


P*bt III— Engineering. 

9, Correspondence regarding instruments, etc.— Correspondence regarding 
the existing instruments or technical arrangement of circuits of combined 
offices should be carried on by the postmaster or sub-postmaster direct with 
the Sub-Divisional Officer, Telegraphs. Correspondence regarding additional 
instruments, etc., should be referred to the Engineering Branch through the 
Superintendent of post offices or Head of the Circle, as the case may be. 
Instruments, bells, etc., should, not be shifted from one place to another 
without the consent of the Divisional Engineer, Telegraphs, except in ca c o 
of urgent necessity, and in the latter case, a report of the change should be 
made to the Divisional Engineer, Telegraphs. 

10. Spare battery material not to be kept in combined offiees.- 
itattenes in combined offices should, if possible, be renewed from the nearest 
offices S0Urce ’ 80 as to avoid kee P in S spare battery material in combined 


11. Duties of messengers.— Whenever messengers are specially sanctioned 
t° r tbe P° st office authorities should arrange that -it should 

b ® made th « r business to water earths, attend to batteries, and generally 

affpS 1 ' >7ed “ 

telegraph messenger a distance of 6 miles aSe W w 

tion.Kld he^tec^ necessary to’restore communiea- 

a w^e^h^s^^en'ofi^^post^'^mus^renkce^'t 11 AV “?"*? ger **** that 
has fallen down, he should engaffe^ooli^St AT the j nsula * or ; a a post 
if he finds two wires in contact ho oh ® a ^^ud re-plant the post; 
broken, he sho^ld engage eooiies ft 0 ®/ if he a wire 

and hook them together 8 temporarily If nnsblF* the <. two ends to neet > 
he should return and renort at nnJl +„ ™ a ble to restore communication, 
damage found, and the post Aster Amt postl ? ast « . the nature of th4 

Telegraphs, and the nearest liarasa by an XT^leSim? 1 ™ 0 * 81 EnsiBeer » 
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14 . postmasters, sub-postmasters and clerks not to be ordered out on the 
line.— Postmasters, sub-postmasters and clerks are not to be ordered out 
on the line either to restore communication or to execute repairs or to do 
line maintenance work of any kind whatever. 

Part IV.— Traffic. 

15. Procedure to be adhered to in reporting the opening and dosing of 
combined offices.— The rules given in Chapter I of the Posts and Telegraphs 
Manual , Volume XI, are bo be adhered to in reporting the opening and clos- 
ing of combined offices. When the opening or closing of a combined office 
has been sanctioned by the Director-General from a specified date and the 
working charges are incurred or discontinued, as the case may be, from a 
different date, a special report should invariably be made by post by the 
Head of the Circle to the Director-General. 

16. Procedure to be followed when a telegram is presented at a combined 
office out of telegraph business hours but within Post Office hours.— 
If a telegram be presented at a combined office out of telegraph business 
hours but within Post Office hours, it must nevertheless, even should the 
official employed as certificated clerk not be on the premises, be accepted 
by the postmaster or other officer in charge at the time under the rules for 
receiving offices, and a receipt given at once to the person who tenders 
the telegram, on the understanding that it will be sent as soon as the ofiite 
is open for telegraph work. In such cases the postmaster or other officer in 
charge should keep the telegram in his custody until handed over to the 
certificated clerk. In every case in which a telegram is accepted during 
closed telegraph hours, a note should be made as folljvrs on the receipt 
granted to the sender: — “Telegraph office closed; message will be sent when 
it opens at (hour)” 

If, however, the sender wishes the telegram to be sent on at once and the 
telegraph branch specially opened for the purpose, he should class the 
message as Express and pay the late-fees prescribed in the Post and Tele - 
(,raph Guide. 

17. Notice to be put up during closed hours of offices. —During closed hours 
of a local combined office, a notice is to be exhibited outside the office, 
directing senders of telegrams to the nearest open telegraph office. 

18. Signalling of special weather report from combined office on Sundays 
and Telegraph holidays. — To enable the storm-warning work of the Meteoro- 
logical Department to be carried on without interruption certain combined 
offices may be kept open when necessary on Sundays or Telegraph holidays 
or at night beyond the usual hours for the purpose of sending special weather 
telegrams. When any of the combined offices in question are required to 
ren ain open on a Sunday or Telegraph holiday or at night beyond the usual 
ho rs, the certificated clerk . concerned will receive the necessary oideis by 
wiie on the previous day, direct from either the Director-General of Obser- 
vatories, Poona, or the Meteorologist, Calcutta. 

Part V.— Supervision and discipline. 

19. Conti ol of postal officials engaged on telegraph duties.— All post 
office officials whether wholly or partly engaged on telegraph duties, as 
well as those whose services are temporarily lent to departmental offices, 
are under the sole control of their post office superiors in matters of disci- 
pline. Cases involving discipline which may come to the notice of Telegraph 
officers in their supervision of the traffic and engineering work of combined 
offices, must be reported to the proper post office authority. Although post 
office officials who may deal with telegrams are technically “Telegraph 
Officers” under the Telegraph Act (XIII of 1885) } no criminal proceedings 
under this Act are to be taken against such officials by Telegraph officers. 
Should necessity arise, each case must be referred to the Head td the 
Circle. 
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20. Responsibilities of postmasters for the conduct of telegraph work in 
^combined offices.— 1 The responsibilities of postmasters with regard to the 
conduct of telegraph work in combined offices are defined in paragraph 40 
of the Posts and Telegraphs Manual , Volume XI. 

21. Combined office must obey orders issued by the departmental office 
for regulation of traffic. — Departmental offices control the traffic on com- 
bined office lines, and any orders issued to a combine^ office by a depart- 
mental office for the regulation of traffic must be implicitly obeyed. 

22. Ins pection of combined offices.— The technical inspection of combined 
offices is one of the regular duties of Engineering Supervisors, Telegraphs, 
and occasional technical inspections are done also by Sub-Divisional 
Officers, Telegraphs, and sometimes by the Divisional Engineer, Telegraphs. 
It is incumbent upon Superintendents and inspectors of post offices, when- 
ever they visit or inspect a combined office, to study all technical inspection' 
notes recorded since their previous visit and to see that everything required 
by such notes to be done by the postal staff of the office has been duly carried 
outi 


Part VI.— Equipment. 

23. Equipment of combined offices.— The equipment of combined offices 
is partly Traffic and partly Engineering. The Traffic equipment is sanctioned 
and modified, if necessary, by the Head of the Circle and the Engineering 
equipment by the Divisional Engineer, Telegraphs. As a rule, the following 
should suffice for the equipment of a combined office with one instru- 
ment:— 


Name. 

No. 

Remarks. 

Key, signalling ... 

1 


Sounder (Dubern’s) .... 

i ! 


Cover for do. .... 

i 

t l 


Switch, S. C 

i 

[ Only in an “ intermediate office 

Lightning discharger .... 

i 

i 

For one line in a terminal and for 
two lines in an intermediate- 
office. 

Clock 

! 1 

If required (see rule 27). 

Primary Battery .... 

• . 

Quantity according to requirements; 


L. S, V. I. R. Wire 

Knife, clasp 
Pliers, cutting . 
Screw driver, 


1 

1 As much as may be required for first 
, fitting. 


To be issued at the discretion 
of Divisional Engineer, Tele- 
graphs, only to offices where 
there are batteries. 
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1 

Name. 

i 

i 

I 

No. 

Remarks. 

Badge for peon . . . . t 

Belt, leather, with pouch, foi p m - ^ 

1 n 

i j 

Not to be supplied if there be no 
f* separate telegraph messenger;, 

but see rule 30. 

Box for message drafts . . * ' 

i 

With lock and key. 

Box r or forms ..... 

i 

See rule 29. To be made up locally* 

Chau or stool ..... 

i i 

See rule 29. To be bought locally. 

Sign-board 

i i 

See rulejtt. 

Notice-board ..... 

i 

Manufactured locally and painted# 
“Telegraph Notices**. 

Table 

i 

Small and cheap. See rule 29. 

Lantern 

i 

See rule 26. 

Padlock . .... 

i 

For box for forms, see rule 29. 

Book, blank, foolscap, one quire 

2 1 

For visiting book, see rule 36. 

File-book, % foolscap, brown, Hol- 
land cover. 

Letter-clips, \ ortieal .... 

1 1 

2 «J 

►For all liaffit Routine Circulars . 

Pot-t and Telegiaph Guide . 

1 

• 

Posts and Telegraphs Manual, Vol. 

XX. 

1 


Handbook of Elementary Telegraphy, 
Pait I. 

1 ' 

I 

- 

Official List of International Telegraph 
Offices*. 

1 

1 i 

i 


Telegraph Circulation Book, Code 
Names of Offices and Index Letters. 

i 

1 ' 


Po ferage Charges .... 

1 1 


Ej -letting machine f 

1 


Foreign Code Address of Government 
Officials. 

1 

i 


* Only supplied to combined offices which deal with an average of ten foreign messa ges a month 
t Only supplied to offices which deliver more than ten messages a day. 

When the equipment of both ends of the line is included in that of the- 
cabined office, the above list must be modified accordingly. 

21 Responsibility of indenting officers.— In preparing indents for com- 
bired offices, officers concerned must bear in mind that the equipment list 
eiven in rule 23 above is intended merely as a guide. Indenting officers are* 
held responsible that only articles which are absolutely necessary are asked! 
for. 
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25. Cost o 1 carriage of stores.— Whenever stores are sent to a combined 
office^ the carriage must be prepaid but whenever they are sent from a 
■combined office, they must be sent bearing. 

26. Lamps, etc.— Lamps are not required in offices not usually open at 
night, but a lantern may, in some cases, be sanctioned. The oil or candles 
required for this lantern will be paid for by the postmasters (see rule 34). 

27. Clocks.— Clocks should only be sanctioned when a separate room has 
been set apart for telegraph work, or when there is no clock supplied by 
the post office in the room in which telegraph work is performed. 

23. Indents for bicycles, etc.— Bicycles, clocks and hurricane lanterns 
required for the telegraph branch of combined offices should be obtained on 
indent from the telegraph store depot. It is not necessary to indent 
specially for each office that has to be supplied and, if considered desirable, 
postal stock depots may be instructed by Head of the Circle to submit 
periodical indents for the articles to the nearest telegraph store dep6t. 
The supply of these articles by local purchase by postal stock dep6ts is 
prohibited. 

29. Furniture.— In most cases a small cheap table and a stool are all that 
is necessary. Almirahs are not considered necessary in combined offices. 
Forms and stationery can be kept in a box, which may be a packing case 
with hinges and a padlock. No new furniture will be indented for from the 
■departmental store dep6t. 

30. Badges for messengers.— It is desirable that every telegraph messenger 
-attached to a combined office should have a belt and badge. Both badges 
and belts should be supplied by the post office. 

31. Sign-board.— Enamelled iron notice plates bearing the inscription 
“Post and Telegraph Office” will be supplied by the post office as required 
to all combined offices. 

32. Translation of telegrams.— At telegraph offices in places other than 
the Presidency towns, every assistance possible is to be afforded to the public 
in the translation of their, telegrams into English , and of telegrams in 
English addressed to them into the local Indian language. No fee for this 
service may be claimed or given. 

33. Transfer of stores on a departmental office beco min g a combined 
office. — In the case of existing telegraph offices to be worked by the agency 
■of the Post Office, the following procedure will be followed as regards transfer 
of stores: — 

(а) Where there are sign-boards having the words “Telegraph Office”, 

the additional cast-iron letters to form the inscription “Post 
and Telegraph Office” should be indented for. 

(б) As regards furniture, anything absolutely necessary may be trans- 
ferred. 

(c) No unnecessary items should be made over, but any surplus stock 
should be made over in preference to incurring expense in sending 
at elsewhere. ® 

id) The departmental defacing stamp should be made over, and used 
for defacing postage stamps on telegrams. 
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34. Stationery. » 'Articles of stationery, other than those included in the- 
list in rule 23, will be found by postmasters, who receive a fixed allowance 
for the purpose. 

Emery or glass paper (or cloth) is on no account whatever to be supplied 
to any combined office. Any found in stock should be removed. 

33. Responsibility of inspecting officers for care and custody of stores in 
combined offices.— A list of all Traffic and Engineering articles supplied for 
the telegraph branch of a combined office should be maintained and checked 
by the officers concerned at each inspection. Traffic articles should he 
entered in the Stock Book of the postal branch under the heading “Tele- 
graph Traffic”. Engineering articles should be shown in the Engineering 
Branch Visiting Book. 

36. Visiting Books to be used by inspecting officers.— Combined offices 
should keep a Visiting Book for use by officers of the Engineering Branch. 
The post office Order Book will serve the purpose of the Traffic Visiting 
Book and it will be used by officers of both the Traffic Branch and the Post 
Office when they inspect the telegraph branch of combined offices. 

37. Replacement or repair of articles of equipment.—' Whenever any article 
of equipment of a combined office becomes unserviceable or needs repair, 
the Divisional Superintendent of post offices will report the fact to the He. ad 
of the Circle in the case of Traffic article, and to the Divisional Engineer, 
Telegraphs, in the case of Engineering articles, who will airange for its 
being replaced or repaired. 

38. Stock List of articles. — When the charge of a combined office is 
transferred from one postal official to another, the relieving officer should 
check and sign the list of articles belonging to the Telegraph service referred 
to in rule 23. If any article is missing or damaged, a note should be* 
written then and there in the Visiting Book by the relieving officer which 
should be initialed by the relieved officer, and a report at once sent direct 
to the Head of the Circle in the case of Traffic articles and to the Divisional 
Eng in eer in the case of Engineering articles. The report must be sent in a 
registered cover. If no such note or report is made, the relieving officer 
will be held to have received the articles correctly. 

Past VII.— Accounts. 

38. Delivery charges.— The following rules apply to the delivery of tele- 
grams from combined offices, when there is no separate messenger to deliver 
telegrams or when the messenger to deliver telegrams happens to be absent, 
from the office on delivery work when such messages are received: — 

(a) In such cases, if a postman or any other inferior servant is not at, 
hand to deliver messages to persons living within half a mile 
of the combined office, the postmaster should arrange for their 
immediate delivery, the cost being met from the cash balance of 
the office. When the distance at which such messages have ta 
be delivered is greater than half a mile, a special messenger 
should be employed, the charge for delivery being also met from 
the office collections. If the combined office is a .sub-office* 
the sub-postmaster should send the voucher to its head 
office on the day the money is paid. The voucher should con- 
tain an explanation as to the cause of absence of the regular 
telegraph messenger or why extra cost had to be incurred. 
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At the end of the month the sub-postmaster should prepare a memo, 
in form Pa. -54 in respect of charges incurred during the month 
and submit the same to the head office duly* entered on the 
reverse of the daily account. 

(b) On the 1st of each month, the postmaster will ^ submit a memo- 

randum in the prescribed form accompanied with vouchers of the 
charges incurred during the past month in the head office along 
with the memoranda received from its sub-offices to the Super- 
intendent, who, after examining and countersigning it, will 
return it, as quickly as possible, to the head office from which he 
received it. In case the memorandum is not received by the 
head office by the time the contingent bill of the month is sub- 
mitted to the Head of the Circle, the vords “will follow” should 
be noted against the charge in the contingent bill. 

Note. — A first class posomaster should countersign the vouchers submitted by the town sub- 
offices under his control, and should forward those received from other offices to the Divisional 
Superintendent for countersignature m the same way as a second class head postmaster. 

(c) The Superintendent will be able to judge, from his knowledge of 

the work of the combined office, whether the charges for delivery 
could have been avoided, and must be careful to check any 
improper charges. He will be held responsible that no unneces- 
sary or improper charges are admitted. 

(tZ) The expenditure incurred will be accounted for by the combined 
office, and its head office (if the combined office is a sub-offi**e) 
as a contingent charge. 

No ie.— -N o charge may be incuned or passed for the delivery of any telegram at a greater 
distance than fhe miles from the telegiaph office, unless such charge has been prepaid by the 
sender. In all other cases of addi esses beyond the delivery range, the telegrams must be treated 
as letters, and delivered as such in the ordinary course *>f postal delivery. 

40. Appplication for sanction to purchase stores. — Application for sanction 
to purchase stores for combined offices may be included in form V.-10. the 
total requirements of stores for non-guaranteed combined offices being sho^n 
under the head “Non-guaranteed Offices”. 

,-41. Report on unserviceable stores.-— Unserviceable articles from all com- 
bined offices may be shown in form V.-8, those of non-guaranteed combined 
offices being shown under the head “Non-guaranteed offices” 

Part VIII.— Miscellaneous. 

42. Preservation of records. — The periods of preservation of records rela- 
ting to message traffic are laid down in Chapter XX of the Posts and Telt~ 

< 7 7*a2jh>s Manual, Volume XI, and those relating to message revenue, in the 
Message Revenue Account Code . The only other record belonging to the 
telegraph branch of a combined office is the office Visiting Book which should 
be preserved as a permanent record. 

43. Collection of receipts. etc.-Kules regarding the collection of receipts 
eiid the maintenance of accounts thereof, the submission of drafts and returns 
to the Telegraph Check Office, etc., are contained in the Message Revenue 
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APPENDIX P. 

Post Office Insurance Fund. 

RULES RELATING TO POSTAL LIFE INSURANCE AND 
ENDOWMENT ASSURANCE. 

Past I.— Rules issued by the Goveknment. 

The following rules are issued under the authority of the Government 
of India: — 

.V.B.— The Governor-Geneial in Council reserves to himself the right of making from time to 
time such additions and alterations m the rules or in the picxnia to be paid as he may consider 
necessary : provided that no such addition or alteration shall affect the conditions of any con- 
tract for a policy which any person may have made with the Directoi-Ueneial of Posts and 
Telegraphs, under these or any other rules m force at the time of making the contract, unless 
such person has given his consent in writing to such addition or alteration. 

Definitions. 

1. In these rules — 

(1) “Life Insurance” means a contract entered into by Government 
to pay a given sum of money, on the death of an individual, 
to his legal representatives or assigns. 

<2) “Endowment Assurance” means a contract entered into by Gov- 
ernment to pay a given sum of money Lo an individual, or his 
assigns, at a certain specified period of his life, or to his legal 
representatives or assigns at his death, if death occurs before 
the specified date. 

(3) “Insurance” includes life insurance and endowment assurance. 

(4) “Policy” means the written document containing the contract 

in respect of an insurance. 

(5) “Proposer” means the person who applies for a life insurance 

or endowment assurance policy. 

(6) “The insured” or “insured person” means the person to ^hom 

a policy of life insurance or endowment assurance has been 
issued. 

(7) “Postmaster-General” mean^ the head of a postal circle and 

includes all officers exercising the powers of a Postmaster- 
General. 

Korn— The Director-General of Posts and Telegraphs exercises the functions of a Postmaster- 
General with regard to the establishment of his own office and all officers immediately subordinate 
to him. 

(8) “Principal District Officer” means the principal gazetted officer 

of the department to which the proposer or insured person 
belongs, in the district in which the proposer or insured person 
is serving. When there is no gazetted officer of the proposer’s 
or insured person's department in the district, the term 
“Principal District Officer” means the gazetted officer to whom 
the proposer or insured person is* immediately subordinate. 

Non 1.— When the head of a department is himself the Principal District Officer of a pro- 
poser or insured person, he may nominate another gazetted officer of the department for the 
purpose of performing the duties prescnbed in these rules for Principal District Officers. A 
Local Government may authorise any Gazetted Officer under its control to act as “Principal 
Distuct Officer”. 

Note 2.— Divisional Superintendents of Post Offices (including Superintendents of the Railway 
Mail Service) and 1st class head postmasters will exercise the functions of “Principal District 
Officer” m respect of all proposals for admission to the Post Office Insurance Fund made by 
servants of the Post Office under their control. The Director-General of Posts and Telegraphs and 
the Postmaster-General exercise the functions of “Principal District Officer 1 ' in respect of the 
establishment of their own offices and all officers immediately subordinate to them. The Superin- 
dent, Postal Seals, Aligaih, exercises the functions of “Principal District Officer” in respect of the 
•establishment of his office. 




153 


appendix p. 


(®) “ Immediat e Superior” means the head of the office inwhich 
W “ proposer is serving. If the proposer is himself the head 
of the office, “Immediate Superior’ means the officer to whom- 
the proposer is directly subordinate. 

(10) “Premium” means the periodical payment for any policy. 

(11) “Post Office” means a Head or Sub-Post Office in India under 

the control of the Director-General of Posts and Telegraphs and 
does not include a Branch Office. F or insurants on Field 
Service with an Expeditionary Force, it includes a Base Post 
Office as well. 


(12) “Audit Officer” means the Audit and Accounts Officer whatever 

his official designation, in whose circle of audit the proposer 
or the insured person is serving for the time being. 

(13) “Deputy Accountant-General” means the Deputy Accountant- 

General, Posts and Telegraphs, Life Insurance Branch,. 
Calcutta. 


(14) “Accountant-General” means the Accountant-General, Posts and 

Telegraphs, or any officer specially empowered by him for the* 
purpose of these rules. 

(15) “Paid-up Policy” is a policy which requires no further payment 

of premium in respect of it, issued in lieu of, but maturing at 
the same date as, the original policy, either for the original 
sum assured, when the future premiums payable are com- 
pounded by a single payment, or for a reduced sum assured, 
when the premiums in respect of the original policy are dis- 
continued before the stipulated terms. 

(16) “Surrender Value” of a Policy is the amount that is payable to 

an assured, when he foregoes the contingent benefit of his- 
policy and surrenders it for an immediate cash payment. 

(1*7) “Commutation” means any alteration in a contract of insurance 
excepting one in the date of maturity, and includes alteration 
in the amount of premium, in the premium-term, or in the* 
sum assured. 


(18) “Conversion” means any alteration affecting the date of maturity 
of a contract of insurance, and includes not only alteration 
from Life Insurance class to the Endowment class and vice 
versa, but also the ante-dating or post-dating of the maturity 
of an Endowment policy. 


General Rules. 

2 . The following persons are admissible to the benefits of the Post Office* 
Insurance Fund: — 

(1) All permanent Government servants (male or female) whose pay 

is audited in Cjvil or State Railway Account offices. 

(2) All permanent members of establishments of the Military De- 

partment, under audit of the Military Account offices, whose* 
pay and allowances are regulated by the Fundamental Rules, 
Civil Service Regulations or Rules made under the Civil Service 
Classification, Control and Appeal Rules. 

(3) All permanent Government servants in foreign service in India. 

(4) Permanent servants paid from “Local Funds,” as defined in* 

Fundamental Rule 9(14). 

(5) Military Upper Subordinates and Lower Subordinates (Military 

and Civil) of the Military Works Services and clerks employed 
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in the Divisional Disbursing offices of the Military Accounts 
Department. 

(6) All temporary officials belonging Government Departments 

or offices and State Railways who^e pay and allowances are 
regulated by the Fundamental Rules or the Civil Service Regu- 
lations and who are certified by a competent officer of the Gov- 
ernment Department, office or Railway, as the case may be, 
to be eligible, subject to the condition that the certificate shall 
not be granted to men entertained only in an emergency, or 
for any special work likely to last for a short time only, but 
only to those who are taken on for the purpose of supplement- 
ing the regular establishment and the duration of whose appoint- 
ment will probably be continuous. The certificate shall be to 
the following effect: — 

“Certified that although 46, *..i» not a permanent 

employee of and is liable to discharge on a month's notice or 

s umm arily in case of misconduct, he is eligible for admission to the fund.” 

Notb.— T emporary and officiating MunslSs in Bengal and acting and temporary District Mnnsifts 
in Madras may be admitted to the benefits of the Post Office Insurance Fund on their furnishing 
certificates to the effect that their pay and allowances are regulated by the Fundamental Buies 
or the Civil Service Regulations 

(7) Section-writers who are declared by a gazetted officer of the 

Department or office to which they belong to be eligible for 
admission to the benefits of the Fund on the terms stated in 
the letter of the Government of India, Department of Com- 
merce and Industry, No. 7720--214, dated the 17th August 1908. 
(See Appendix.) 

(8) All permanent servants of universities in India established by 

Government and under Government supervision. 

(9) Officials ordinarily admissible to the benefits of the Fund, when 

deputed on Field Service outside India, even after they have 
left India. 

(10) Probationers in Government employment and in the employment 

“of ‘Local Funds' as defined in Fundamental Rule 9(14) regard- 
ing whom a declaration is made by the Head of the Office, 
Department or Local Fund to which they belong that they 
are employed on probation in or against substantive vacancies. 

JfOTB.— The Reserve clerks of post offices on probation and the reserve sorters of the Railway Mail 
'Service may be admitted to the benefits of the Post Office Insurance Fund under this rule. 

(11) All permanent servants of the State-owned but Company- 

managed railways. 

(12) Extra-departmental agents in charge of sub and branch post 

offices. 

(13) Typists and copyists of Civil Courts in whose case it is certified 

by a Gazetted Officer 9 f the Department or office to which they 
belong that the duration of their appointment will ordinarily 
or probably be continuous. 

3. Any person who is admissible to the benefits of the Post Office Insur- 
ance Fund under rule 2— 

(а) may effect an insurance on his life for a sum not less than BlOQ 

or more than B20,000, payable at death; 

(б) may purchase an endowment assurance policy for a sum not less 

than RlOO and not more than R20,000 payable on his 
attaining the . age of 45, 50 or 55 or at death if death occurs 
before he attains the specified age. 


♦Here enter name. 
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4. All persons who are admitted to the benefits of the Post Office Insur- 
ance Fund have direct Government security for the payment at the proper 
time of the money due to them. 

5. Tables showing the ages at which life insurance and endowment 
assurance policies can be purchased, and the premia payable in each case, 
are attached to these rules. 

6. No person who has once been admitted to the benefits of the^ Post 
Office Insurance Fund shall forfeit his right or interest in any life insur- 
ance or endowment assurance policy purchased by him under these rule*,, 
by reason of his quitting the service in which he is employed, from anv 
cause whatsoever (except that referred to in rule 7), provided that all 
payments due under the rules are regularly made. 

7. False information knowingly furnished by a person admitted to the 
benefits of the Post Office Insurance Fund will render void the contract 
concluded with him, lead to the forfeiture of all payments made, and 
render him liable, if he is in the Government service, to dismissal from 
that service. 

8 : Government officials are prohibited, under pain of dismissal, from 
making public any information of a private character obtained in the 
course of business regarding the Post Office Insurance Fund or any transac- 
tions relating thereto. 

9. A life insurance or endowment assurance policy, like other personal 
property, forms a portion of the estate of the holder, and his legal re- 
presentatives are entitled to the payment of the sum assured in the absence 
of any provision to the contrary. The holder can, however, by an assign- 
ment make the sum assured payable to any person he chooses to name. 
This may be done either by an assignment endorsed on the policy, or by a 
separate deed of assignment. Written notice of such assignment should 
be given to the Postmaster-General. The policy-holder may arrange with 
the assignee of the policy that all future premia shall be paid by the 
latter in the manner prescribed. Re-assignments of policies are also 
admissible and such re-assignments should be registered in the office of the- 
Postmaster General. When the assignment is endorsed on the policy, the 
following forms of assignment may be used : — 

FORM No. I. 

I hereby assign the within policy to 

now residing at 

Signed in the presence of Signature of policy holder 

Address 

Dated 

Address 

FORM No. II. 

I hereby assign the within policy to 

provided however that should the said predecease me or* 

shou ld I survive the endowment period mentio ned in the within written 
poEcy then this assignment will be void ancT all moneys, benefits, and 
profits assured by the said policy shall revert to me as if this assignment, 
had never been made. 

Signed in the presence of Signature of policy holder 

Address 

Dated 

Address 

*In the case of whole life the words underlined in this Form should be omitted. 
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FORM No. II — contd. 

Nora I.— Assignment of policies made in compliance with rale 23. (viii) (a) of tlie O. P. Fund 
Soles, which, in essence, is an assignment for valuable consideration, should also he registered in 
•the y fffo* of the Postmaster- General under this rule. 

Von 2,— A partial assignment of a Postal Insurance Policy, viz., an assignment by wh'ieh the 
holder assigns a part of the policy money to any one reserving the rest to himself, is not admissible. 
A joint assignment is, however, permissible under the rules. 

Kora 3.— Under Form I, all rights of the assured are vested in the assignee by an assignment 
and the assignee may therefore be entitled to claim the surrender value ox the policy under rude 
34 without the consent of the assured. 

10. The administration of the Post Office Insurance Fund under these 
rules is vested in the Director-General of Posts and Telegraphs^ who is 
authorised to issue from time to time such subsidiary regulations and 
orders as he may deem necessary, provided that no such regulation or 
order shall be inconsistent with any provision oi these rules or any rules 
that may hereafter be made by the Governor-General in Council. 

11. Policies of life insurance and endowment assurance granted in 
accordance with these rules, are exempted from stamp duty (Government 
of India, Finance and Commerce Department, Notification Nos. 5199-S. R. 
and 1390-S. R., dated the 1st November 1895 and the 22nd March 1898, 
respectively, issued under section 8 of the Indian Stamp Act of 1879). 

12. The accounts connected with the Post Office Insurance Fund will be 
kept in the office of the Deputy Accountant-General. 


Life Insurance and Endowment Assurance, 

13. Life insurance can be effected in two ways, viz . 

(а) By a monthly payment, until the person insured reaches the age 

of either 50 or 55; 

(б) By monthly payments during the life of the person insured. 

An endowment assurance can be effected — 

By a monthly payment, until the person insured reaches the age of 
45, 50 or 55 years. 

Note. — I n the case of Limited Payment Life Insurance and Endowment Assurance policies, the 
•maximum number of monthly premiums payable is twelve times the difference between the age «t 
-entry according to which the premium is charged and the age at which payments axe to cease. 

14. In every case the proposal for a life insurance or endowment 
assurance must be subnmxed in the prescribed form and the proposer must 
undergo a medical examination. Forms of proposal are annexed to these 
rules. 


Kota.— Should a proposer, after undergoing the medical examination, change his mind as to 
taking out a policy and decide not to proceed further with the proposal or fail to pay hta first 
premium by the due date, or should an insured person after taking out a policy, discontinue 
payment of the premia before the policy has been in force for twelve months, he wul be requised 
to pay a fixed fee of R4 for the medical examination and also to refund the amount of any 
travelling allowance drawn by him under Supplementary Rule 158- A which will be recovered in 
-cash or deducted from the next pay due to him, as the ease may require. 

15. A life insurance or endowment assurance contract will be held to 
-commence from the date borne by the policy or written document in which 
the contract is recorded; and the policy will be given to the person insured 
for custody. 


Kota.— A policy holds good in the event of a Government servant losing his life while on fields 
'service. 
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Maimer of effecting an Insurance. 

Iff. When a person wishes to insure his life under these rules, or to pur- 
chase an endowment assurance policy, he will be requiied to answer, in 
bis own handwriting, if possible, the questions in the prescribed form of 
proposal, which can be obtained at the nearest post office (head or sub), 
and to sign the form in the presence of his immediate superior, who will, 
m his turn, sign the certificate to the effect that he has read and explained 
rKe form to the proposer, and that the proposer's signature was affixed 
in his presence. 

Uotb 1.— In the case of a proposer whose mother-tongue is English the certificate of the 
proposer's lirpiediate superior may, at his discretion, be confined to the words “I certify that 
the proposer's signature was affixed in my presence". 

Xotb 2.— In the case of proposers m foreign service m India and in other cases when there 
is any difficulty m the way of a certificate being signed by the proposer’s immediate superior 
-be certificate may, with the permission of the Supenntendents of post offices or the first class 
ftwtmasters, as the case may be, within whose jurisdiction the proposers reside, be signed by 
the local postmaster or any other responsible Government officer. 

17. The immediate superior of the proposer will compare the answers m 
the fo:m of proposal with the proposer's service-book, service-roll or 
appointment certificate and satisfy himself that the details of the pro- 
poser's service have been properly recorded and attested. He will prepare 
a certified copy of (1) the first page of the service-book, or (2) the descrip- 
tive headings of the service roll, or (3) the appointment certificate and, 
if the proposer is unable to sign his name, obtain on it the impression of 
1 the left-thumb of the proposer in his presence. In the case of a proposer 
who is able to sign his name, the signature only should be obtained. He 
will then forward the proposal accompanied by the certified document 
referred to abo\e, in a registered envelope, by first mail, if possible, to 
the Principal District Officer of the department in which the proposer 
is serving. 

Hot:: 1— In the case of a temporary official, who has no service-book, service-roll or appointment 
certificate, the proposal should be accompanied by the certificate granted by a competent officer 
oif +b e department on the terms stated m lule 2 (6) of the Post Office Insurance Fund Rules. 
The m» mediate supfrior of the proposer should satisfy himself by a companson with the records 
of hia office that the details of the proposer's service have been properly recorded and attested. 
He w.ll ob^Ji’n, on the certificate referred to above, th* signature or the impression of the left- 
t&umb as the case rrav h*, of the proposer m his presence An attested copy of the proposer's 
ua^vers’ty ccrti^cate, baptismal certificate, horoscope, a municipal certificate of birth, or, when 
ac pro or is u ■*’ e to produce am such document, a certificate regarding his age granted by 
two resp^etaole pe's^n« 0/ho should be able to sp*ak from their personal knowledge as to the 
piWDO*er*3 age) shoo’d also be attached to the proposal. 

Hern 2— An attested copv of the ccrtificat* of age referred to m the preceding note should 
* also be attached to the pioposal of an Extradepartmental agent m charge of a sub or branch 

C office and the signature should be obtained on a certificate from las immediate superior to 
effort that he is an Extra-departmental agent m charge of a sub or branch post office and 
is eligib’e for admission to the benefits of the Fund. 

18 The Principal District Officer, on receipt of the proposal and the 
certified document inferred to in the preceding rule, will carefully scruti- 
nize them with special reference to the admissibility of the terms of the 
proposal, and if it is found that the life of the proposer was on any 
prev'ouo occasion rejected on medical grounds, either by the Post Office 
Insj "ance Fund or by a private insurance company, the medical opinion 
Should, if possible, be obtained by the Principal District Officer and 

forwarded. with the proposal form to. the medical officer to whom the 
proposer is sent for medical examination; otherwise the attention of the 
medical officer, to whom the proposal is sent, should be specially drawn 
to the entries to that effect made against the question by the proposer in 
the proposal form. If the entry, regarding the proposer's age in the 

proposal does not agree with that in the certified copy of (1) the first page 

of the service-book, or (2) the descriptive headings of the service-roll, 

cr (3) the appointment certificate, as the case may be, the Pripeipal 
District Officer will take immediate steps to have the discrepancy reoon- 
exied. If necessary, he will ^blain from other officials of the department. 
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V* which the piopo'-er belongs or from the officials of any other depart- 
ment under whom the proposer may have served, _ or from the persons 
named in the proposal, or from any other source, information regard ii? 
the proposer's age. 

tfora 1— In the case of a t mpoiary official or an Extra departmental agent in charge of a au* 
or branch post office, the rnmipxl Dtsir <.t Office should satisfy nimielf about the coirectress a 
the entrv m the pioposal l’gardng the p; oposer’s age by a comparison with that given m hi* 
university certificate, baptisma* c rf iff cate, ho o*scrpe, municipal ct.rtifhafce of birth oi, m mt 
absence of any such document, a certificate rtgardfng his age granted by two lespec table persons 
who shou'd be aaie to speak from their p i onxl knowledge as to the proposer's age. 

Nora 2 — If the record of the proposer's services is maintained in the "History of Services et 
GazcU d and other officers," the Principal District Officer should examine this book to fatimy 
hnir If about the correctness of the entry ii the proposal regarding the proposer's age. 

Not* 3— In the case of proposers in foreign service m India, the iunctions of "Principal Dit me: 
Officer” will be discharged by the Postmaster Gcneial of the circle in which the proposer is residing 

19. The Principal District Officer ay ill then forward the proposal v itt 
the certified document refen ed to in the two preceding rules, in a registered 
envelope, to the Civil Surgeon and request him to examine the propo-er. 
to record his opinion regarding the proposer's age and health in the place 
provided for this purpose in the form of proposal and, if the proper 
is not able to sign his name, to obtain an impression of the left-thumb of 
the proposer, otherwise the signature of the proposer below the declaration 
on the form in the space provided for the purpose. He will likewise 
furnish the Civil Surgeon with a personal description of the proposer so 
as to enable him to identify the latter and request him to forward tiie 
proposal, duly completed and signed, in a registered envelope addressed 
to the Postmaster-General. The dispatch of the proposal to the Civil 
Surgeon will be intimated to the immediate superior oi the proposer. 

Noik 1— The perhonal description of the proposer, referred to m tin rule, should contain toe 
following particulars, tiz , — (1) Height, (2) Complexion, (3) Colour of hau, (4) Colour of eyes 
tf S ) Figure, and (6) Personal marks or peculiarities (such scars, moles, or any peculiarity et 
-figure or gait of a distinctive character). 

Nora 2— Where there is a Civil Surgeon *n the district the examination must be made by that 
officer When there is no Civil Surgeon m the district the examination may be made by any 
Commissioned Medical Officer m charge of a district. At stations (tor instance, m Cantonments 
and areas under military control) where the sci vices of a Civil Surgeon or a Commissioned Medical 
Officer m chaige of the district are not aiailable, the duty of exammtr g pioposeia will be per 
formed, free of charge, by the Staff Surgeon or an officer discharging the duties o f a Staff Surgeon 
In very exceptional cases the Postmaster-General may relax this mle. 

Noie 3— A female proposer may, at her option, be medicially examined by an officer of the' 
Women's Medical Service ir India or, where ihtie is no such female medical officer, by a medical 
woman bolding a registrable British qualification or the degree of M.B., B.S. or L.H.S., of an 
Indian University. 

Nora 4.— Royal Indian Marine candidates for insurance in the Post Office Insurance Fund max 
be examined by the Mai me Surgeon, Bombay. 

Nora 5 — Central Government employees stationed in Calcutta may be examined by Staff 
Surgeon, Fort William, Calcutta 

Non 6 — I mployees of State-managed Railways may be examined by the Railway Chief M&dical, 
Officers and District Medical Officers in their respective areas. 

20. On receipt of intimation fiom the office of the Principal District 
Officer that the proposal has been sent to the Civil Suigeon, the proposer’s 
immediate superior will direct the proposer to present hi ms elf for examina- 
tion by the Civil Surgeon without delay 

21. The Civil Surgeon will examino the proposer and require him to 
answer *uch enquiries regarding his health as he may think fit to make 
He wi^l sign the medical ceitificate and obtain the proposer's signature 
or thumb impression, as t the case may require, to the declaration on the 
form of pioposal. He will also obtain the proposer's thumb impression at 
the end of the form, if asked by the Principal District Officer to do so. * 
and then send the pioposal with all the connecced documents, in a registered 
envelope, to the Postmaster-General. 

NOtf 1— The Civil Surgeon or any other Medical Officer whose certificate may he accepted 
will receive a fixed fee of R4 fpr the medical exafmi natron wbi'h Will be paid m such manner ae*, 
*the D ’■petri G nual of Pnsi *■ 1 Jehgidphs bull ducct ( 

F 2 
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Nora 2.*— If a proposal is received from a person whose life has been previously rejected if 
most be accompanied by the amount of the Medical Officer’s fee for credit to the Post Office* 
Insurance Fund. If the proposal is accepted the amount of the fee will be refunded, on applica- 
tion, to the proposer. If there be a delay in its acceptance, the provisions of Note 1 below rme 2 fr 
•ball, mutatis mutandis, be enforced. 

22. The Postmaster-General will decide whether the proposal is to be 
accepted or not, after satisfying himself, among other things, that the 
oroposer’s signature made before the Civil Surgeon, agrees with that made* 
before the immediate superior, and that the proposer’s thumb impression, 
if taken on the form of proposal, agrees with that in the certified copy oi 
fl) the first page of the proposer’s service-book, or (2) the descriptive- 
headings of the service-roll, or (3) the appointment certificate, or (4) (in 
she case of a temporary official) fche certificate granted by a competent, 
officer of the department on the terms stated in rule 2(6) or (5) (in the case 
>f Extra-departmental agents) the certificate of his immediate superior 
referred to m Note 2 to rule 17 as the case may be. If he decides that 
rhe proposal should be accepted he will inform the Deputy Accountant- 
General of the date of acceptance and will request him to take the 
'Accessary steps for the realisation of the first premium and for the issue- 
of a policy through the post office, to be named by the Postmaster-iGeneral, 
at which the proposer can most conveniently take delivery of it. % The 
Postmaster-General will, afc the same time, intimate to the proposer the- 
acceptance of his proposal and inform him that he will be furnished by 
r,he Deputy Accountant-General with the necessary instructions as to the- 
amount of the first premium to be paid by him in cash and the date by 
which this premium should be paid in order to ensure the issue of the 
policy. The Postmaster-General will also communicate his acceptance or 
rejection of the proposal to the Principal District Officer of the depart- 
ment in which the proposer is serving. 

Nora 1. — When a delay occurs in the acceptance of a proposal after the proposer has been* 
medically examined and the duration of the delay is 

(a) two months in the case of persons living within a week’s post of the Postmaster-General's* 

head-quarters; or 

(b) three months in the case of persons living in places more than a week's post from the* 

Postmaster-General’s head-quarters, 

a second medical certificate should be obtained and the fee thereof should be paid by the 
proposer it he is responsible for the delay, otherwise it should be paid out of the Insurance 
Fond. 

Non 2.— The Postmaster-General may accept as the proposer's date of birth a date which* 
does not agree with the entry of his age in the service-book, or service-roll, or History of Services 
at Gazetted Officers or with the certificate or horoscope referred to in the Note 1 under ruts Ifr 
tn the case of a temporary official and Extra -departmental Agents of the Post Office. As to this 
agreement the certificate of the Principal District Officer should be accepted. 

Nora 3.— For the purposes of the Postal Insurance business the Civil Surgeon at the head- 
quarters o# each postal circle, or in the case of a Presidency town one of the Presidency Sur- 
geons, to be selected by the Civil Administrative Medical Officer of the Province, is appointed* 
iX-officio Consulting Physician to the head of the postal circle. The latter officer may refer to 
the Consulting Physician of the circle for opinion on any medical certificate granted to a proposer 
oy a person who is not a Commissioned Medical Officer. 

Nora 4.— The Postmaster-General should not accept* a proposal if he knowB that the proposer 
has cessed, or at the time of tendering his first premium will have ceased, to be eligible for 
admission to the benefits of the Post Office Insurance Fund under rule 2. 

Nora 5.— The intending insurants are advised to submit their proposals sufficiently In advance 
if tlieir next birthday, so as to admit of their proposals being accepted and the first premium* 
paid before the next birthday, otherwise the proposer would be liable to pay the premium at the 
higher rate if he pays it after he attains the next higher age. 

23. The Deputy Accountant-General, on receipt of information from the* 
Postmaster-General that a proposal has been accepted, will communicate* 
so the proposer direct the amount of the first piemium to be paid by him 
in cash and the date — which will be 60 days from after the date of accept- 

* ance of the proposal —by which the payment must be made, and will require 
the postmaster concerned to report to him the date and amount of the pay* 
tanent made by the proposer. On receipt of the postmaster’s report and 
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provided that the payment has been made within the prescribed period, 
the Deputy Accountant-General will prepare the policy and give it the 
date on which payment of the first premium was made. The policy will 
bear a serial unmber and will be signed by the Accountant-General, Posts 
and Telegraphs, on behalf of the Director-General of Posts and Telegraphs. 
The policy will then be forwarded^ registered on postal service, to the 
post office concerned, accompanied by a receipt for the policy to be signed 
by the proposer. Intimation of the despatch of the policy will be sent 
at the same time to the Postmaster-General and to the proposer. The 
Deputy Accountant-General will also send (or in the case of Government 
servants serving in a department other than the Post Office, request the 
Audit Officer of the department to send) the necessary instructions to the 
proposer's immediate superior as to realising the premia due on the policy. 

Noth 1.— The premium due on a policy is calculated both in the case of Life Insurance and 
Endowment Assurance on the proposer’s ago on the next birthday following the date on which the 
first premium is paid. 

Note 2.— Subject to the continued good health of a proposer, the limit of 60 da vs for payment 
of first premium prescribed in this rule may be extended by the Deputy Accountant-General* 
Posts and Telegraphs, Calcutta, for a reasonable period not exceeding 90 Ua>s» in cases, m which 
the first premium could not be paid due to circumstances beyond the control of ihe life accepted 
and not because there was any intention of not insuring in the Fund. Cases justifying condona- 
tion of delay of more than 90 days in payment of first premium should be referred to the Director- 
General, Posts and Telegraphs, for obtaining the sanction of the Governor-General in Council. 

24. On receipt of the policy from the Deputy Accountant-General, the 
Postmaster will deliver it to the insured person and obtain the latter's 
signature on the receipt which accompanied it. This receipt should then 
foe returned to the Deputy Accountant-General. 

Note 1. — Payment of the first premium should not be accepted by a postmaster if he known 
that the person tendering it is at the time no longer eligible for admission to the benefits of the 
Post Office Insurance Fund under rule 2. In such a case intimation of the fact should be given 
to the Deputv Accountant-General, 

Non 2(a).— On the date of payment of the first premium the insurant should produce a certi- 
ficate from the tfeari ot th office that the latter saw the insurant in good In alth on that date. 
In the absence of such certificate the premium should not be accepted by the postmaster of the 
office at which it t \ proposer on leave may however piodii'v the required certificate 

from any gazetted officer. When the proposer himself is a gazetted officer or the Head of an 
Office his own declaration may be accepted. 

Non 2(6).— In cases of difficulty such as when the head-quarters of the superior officer are not 
in the same station as the proposer’s, a procedure similar to that prescribed in the case of a 
proposer on leave may be followed. 

25. When an insurance is effected the insured person will be supplied by 
the Deputy Accountant-General (through the post office concerned), with 
a premium receipt-book, in which he should enter the payment of each 
premium, whether made in cash or by deduction from a salary bill. The 
necessary entries must be made in English, and if the insured person 
cannot write Knglish, the entries in his book will be made by the officer 
who pays him his salary. If, owing to the absence on leave of the insured 
person, or to any other cause, the premia due are paid in cash, the 
postmaster receiving the money will grant a receipt for it in this book, 
and only th^e payments that are made in cash will be acknowledged in 
the premium receipt-book. When the book is filled up, it should be 
forwarded to the Deputy Accountant-General, who, after he has verified 
the entries, will issue a new book in which will be noted, under his 
signature, the month up to which premia have been paid. 

Note.— In the ovent of a premium receipt-book being lost, the insured person should apply, 
through his immediate superior, to the Deputy Accountant-General, for a duplicate book, stating 
in his application the circumstances under which the original book was lost. The Deputy 
Accountant G**n»ral will then issue a duplicate book and send it to the post office named in the 
application. where it, will be delivered to the insured person on his paying a fee of eight annas. 
The Deputy Accountant-General may, however, if he is satisfied that the original book na lost 
through no fault of the insured person, authorise delivery of the duplicate without recovery of 
the fee. 
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26. No life can be insured in uie fund for any sum less than SlOO 
and more than R 20,000 and within these limits, the sum assured must 
be in multiples of R 100. 

Exception .— In the ewe of % life which has already been insurtd for R50 or multiple of it, a 
policy for 850 or multiple of it will be issued only when it becomes neccss*»r> to make up 
R20.QQ0 or a lesser multiple of R10Q A reduced, paid-up or con veiled polic> lbsutd under rule 33 
need not be a multiple of R100 but will not be issued for a lees sum than 8100. 

27. Subject to the limitations prescribed in rule 26 , any person who has 
purchased a life insurance policy may insure his life for a further sum. 
With this object he should submit a proposal in the prescribed form. He 
will, in due course, be directed to present himself for medical examina- 
tion and, if his proposal be accepted, he will be informed accordingly in 
the manner prescribed in rule 22. In the same manner, any person who 
has purchased an endowment assurance policy may effect a further assur- 
ance under the same terms for an additional sum, subject to the limftar 
lions specified in rule 26 . 

Noth.— A person who has effected an insurance on his life may also purchase an endowment 
assurance policy, and a person who has purchased an endowment assuainoe policy, may eftect 
an insurance on his Ute, provided that the aggiegate sum assured under all policies shall at no 
one time exceed R20.000. In calculating this maximum limit, policies that have been either 
surrendered or taken payment of on maturity should not be taken into account. 

Exception.— A. proposer who desires within 60 days from the date of his medical examination 
made in connection with & proposal for insurance to increase the amount of his original proposal 
or to purchase a fresh policy to mature at tbe same age or an earlier age will not be required 
to submit a fresh proposal in the prescribed form or to undergo a second medical examination. 
If, however, the proposal for additional benefits is not accepted within three months from the 
date of the medical examination, a second medical certificate should be obtained and the fee 
thereof should be paid by the proposer if he is responsible for the delay ; otherwise the fee should 
le paid out of the Post Office Insurance Fund. The additional premium thus due to the increase 
in tbe value of the policy or to the purchase of a fresh policy must be paid within 60 days from 
the date of acceptance of the fresh proposal. 

Manlier of realising Premia, 

23. The first premium on a policy must always be paid in cash by the 
insured person and the date and the amount of such payment should be 
reported by him to the Deputy Accountant-General. Subsequent premia 
payable monthly, will be recovered, as far as possible, by deduction from 
the pay of the insured person. If the recovery is to be made by deduction 
from pay, the insured person is responsible that the amount of the 
premium, which is due on the first day of each month, shall be deducted 
from his pay for the preceding month, e.g., the premium due for June will 
foe deducted from the insured person's pay for May, which is drawn on 
the 1st J’une. If the premium is to be paid in cash, the insured person 
must pay the amount at the post office selected by him on or before the- 
sis!* of the month for which the premium is due and obtain the post- 
master's receipt for it in his premium receipt-book. Payment of premia 
by insured persons who have quitted the service of Government is governed 
by rule 36. 

Exception . — Under special arrangements existing in Madras, the deductions on account of 
premia from the pay bills of Establishments employed m certain commercial undertakings of 
Government whose accounts are maintained on a commercial system, are made at the time of 
disbursement and cash for the total amount recovered is remitted to the treasury. Such deduc- 
tions will be treated in the same manner as if the> had been made by short drawals in the bill* 
encashed at the treasury. 

Note 1.— In cases in which it has been arranged, that the premia shall be deducted from pay. 
if the premium due for any month is not deducted irom the salary bill of the insured person, 
or from the establishment bill of the office in which his pay is drawn, by an oversight, whether 
on his own part or on the part of the officer whose duty it is to draw his salary, he should pay 
the premium m cash into the nearest post office and obtain the postmaster’s receipt for it in his 
premium receipt-book. In the case of employees of Local Funds and oth >r insurants who pay their 
premiums in cash, premiums must be paid regularly on or before the 21st* of the month for which 
the premium is due, irrespective of whether their pay for the previous month has or has not been 
drawn. 


*Or the next business day when the 21st falls on a Sunday or a public holiday. 
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Nora 2.— When an insured person proceeds on leave in India, or is under suspension, or is on 
foreign service in India, he must arrange for the payment, at any post office which he may 
select of the premia payable on his policy and intimate the fact to the Deputy Accountant- 
General. He may also pay the premia for the whole period of his absence in advance but m 
each such ease particulars of th* payment should be communicated to the Deputy Accountant- 
General. The postmaster receiving the money will grant a receipt for it in the premium receipt- 
book of the insured person. If the insured person is on leave with allowances, or under suspension 
with allowances, ho may, if he desires it, pay his premia by deduction from the bill in which his 
leave or suspension allowance is drawn. 

Nora 3 —When an insured person proceeds on leave out of India, he must arrange with the 
Deputy Accountant-General, eithrr for the payment monthly, at any Indian Post Office that he 
may select, of the premia due ou his policy or for the payment of the premia for the whole 
period of his absence in advance. 

Nora 4.— If a premium is not paid on or before the 21st* day of the month in which it is due, 
the provisions of rule 39 or rule <0, as the case mav be, will apply*, provided that, except when 
the insured person is on leave out of India, he is not to be considered as in arrears of premium 
for any month so long as he has not been able to draw any pay or allowance, though due, for tlie 
month next before it due to circumstances beyond his control. If the pay or allowance for any 
month is drawn without deduction of the premium after the 14th of the following month, the 
premium for the latter may be paid within seven days of the receipt of the pay cr allowance. 

Exception .— The provisions of this Note do not apply to the employees of bocal Funds and other 
Insurants who pay their premiums in cash. 

Nora 5.— When a policy has been assigned by the insured person to any other person, the 
Insured person may arrange with the assignee that all the premia shall be paid from time to 
time by the latter, and the assignee will, with thp concurrence of the Postmaster-General, pay in 
cash the monthly premium to the postmaster selected by him for the purpose. The Postmaster- 
General will intimate the fact to the Deputy Accountaiu-G' neral. If the premium is not paid on 
or before the 23st* day of the month in which it is due, the piovi»ions of rule 39 or rule 40, as 
the cose may be, will apply. 

Note 6. — There is no objection to an insurant paying his premiums for any number of months 
at one time in cash in a post office, provided the premiums are paid strictly in advance. 

Note 7.— The first premium paid on any date represents the premium for that calendar 
month and premiums should continue to be paid in cash for the next and subsequent months 
till the amount is actually recovered from the pay of the official concerned. 

29. The Audit Officer of each department will furnish tho Deputy 
Accountant-General with a monthly statement in the prescribed form 
showing all payments of premia realised by deduction from the pay of 
persons belonging to his department and will give credit for the total 
amount of such realisations in his Exchange (or Central Adjusting) 
Account with the Deputy Accountant-General, Posts and Telegraphs, with 
whom he is in account. 

39. When an insured person is transferred from one establishment to 
another the premium recoverable from him should be recorded in his last- 
pay certificate in view of the necessary deduction being made from his pay 
at the new office. Notice of the transfer should be given to the Audit 
Officer of the department and to the Deputy Accountant-General. 

Payment of Policies 

31. (1) Any person who claims payment of a policy on the death of 
an insured person will be required to fill in and sign an application in ,a 
prescribed form which can be obtained at any Post Office (head or sub), 
and to forward this to the Postmaster-General with the policy and 
premium receipt-book, and a death certificate or other satisfactory evidence 
of the death of the insured person. If he is the legal assignee of the policy, 
he will further be reemired to forward to the Postmaster-General any 
separate deed of assignment that he may hold. 

,.(2) On receipt of the application and documents referred to the Post- 
master-General will send the premium receipt-book with an intimation of 
the date of death, to the Deputy Accountant-General, who will issue a 
certificate stating the amount due under the policy including bonus* the 
date up to which the premia due on the policy have been paid, and the 
number and amount of any premia which are in arrears. On receipt of 

""" • — t — — — " 1 ■■■ - ■r 

# Or the next business day when the 21st falls on a Sunday or a publio holiday,. * 
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this certificate. the Postmaster-General, if all the premia have been paid, 
cr if the death occurred on or before the 21st day of a month and there is* 
only one premium in arrears, will issue an order for the payment of the 
sum assured under the policy, less the amount, if any, due on account of 
the premium in arrears. If any premium remained unpaid on the 21st 
day of the month, on the 1st day of which it fell due, the provisions of rule 
39 or rule 40, as the case may be, will apply. Claims are payable as early 
as possible after proof of the death of tne insurant and of the title of the 
claimant, and endeavours will always be made to pay them with as little 
delay as possible. The order for payment will be sent to the postmaster 
concerned, who will notify its arrival to the person beneficially interested 
in the policy, to whom the amount should be paid on his signing a stamped 
receipt for it on the back of the order. The Postmaster-General will for- 
ward the policy to the Deputy Accountant-General, for record. 

32. When the purchaser of an endowment assurance policy claims pay- 
ment of the policy on his attaining the age specified in the policy, he will 
be required to forward his policy and premium receipt-book with the 
necessary application to the Postmaster-General. The Postmaster-General 
will send the premium receipt-book to the Deputy Accountant-General, who 
will issue a certificate stating the amount due under the policy including 
bonus, the date up to which the premia due on the policy have been paid, 
and the number and amount of any premia which are in arrears. On 
receipt of this certificate the Postmaster-General, if all the premia have 
been paid or if the payment of the policy fell due on or before the 21st 
day of a month and there is only one premium in arrears, will issue an 
order for the payment of the sum assured under the policy less the amount, 
if any, due on account of the premium in arrears. If any premium 
remained unpaid on the 21st day of the month, on the 1st day of which 
such premium fell due the provisions of rule 39 or rule 40, as the case 
may be, will apply. The order for payment will be sent with as little 
delay as possible to the postmaster concerned,, who will notify its arrival 
to the insured person to whom the amount will be paid on his signing a 
stamped receipt for it on the back of the order. The Postroaster-General 
will forward the policy to the office of the Deputy Accountant-General, 
for record. 

Nora 1.— The assignee of an endowment assurance policy may claim payment of the policy 
on the insured person attaining the age specified in the policy If the assignee produces a deed 
of assignment duly execut«<i, with the policy ami the premium receipt-book, the Postmaster- 
General, after making such further enquiries as he may deem fit and obtaining the certificate 

^ 1*4 in this rate from the Deputy Accountant-General, may order payment of the policy 
be f U <w £Jf llee * an< * *** e P rwvflupp prescribed in this rule for the pa>ment of the policy BhaU then 

Nora 2.— It, in any case, the policy is not produced the Postmaster-General may sanction the 
payment of the policy after obtaining a bond of indemnity m the prescribed form. This applies 
also to cases of payment of surrender value. 

Reduction, Discontinuauce or Commutation of Premiums and other 

alterations. 

33. (1) A policy-holder may at any time apply for reduction of his 
monthly premium and sum assured without altering the class of his policy, 
or after payment of piemiums for not less than three years he may apply 
to have his policy made paid-up for a reduced sum assured free from 
further payment of premium. 

(2) Commutation of future premiums by payment of a lump sum may 
be permitted at any time. 

(3) Conversions involving alteration of policy terms other than reduc- 
tion, discontinuance or commutation of premiums above referred to will 
be allowed only after payment of premiums for an integral number of 
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years and, m any case where it is intended to extend the premium term 
or to defer the maturity date, on the production of a medical certificate of 
good health at the expense of the assured. Such conversions will be 
permitted only once in the duration of each policy without a fee, second 
and subsequent conversions being subject to a small fee not exceeding 
Ks. 2 as may be fixed by the Deputy Accountant-General, in each case. 

Eon 1.— A reduced, paid up or converted policy need not be for a multiple of R100 but will 
net be liisued for a less sum than R100. Terms of the above alterations can be from 

the Deputy Accountant-General 

Non 2.— No such conversion of a policy as would put the date of maturity to a date preceding 
or within one year from the date of conversion is admissible. 

Surrender of Policies. 

34. If the purchaser of a life insurance or endowment assurance policy 

under these rules wishes to surrender his policy for an immediate payment 
in cash, he must give notice in writing to the Postmaster-General of his 
intention to do so, deliver up his policy, together with the premium 
receipt-book, and at the same time intimate thp fact of his having done 
so direct to the Deputy Accountant-General. The notice to the Postmaster- 
General should be forwarded through the Principal District Officer of the 
insured person, but the intimation to the Deputy Accountant-General 
should be given direct. With the sanction of the Postmaster-General and 
provided that three years 1 premia shall have been paid on the policy to 
be sunendered and that the policy is of not less than three years' duration 
the purchaser shall, ori surrendering his policy, be entitled to obtain 
the surrender value thereof which will be calculated by the Deputy 
Accountant-General according to the method prescribed by the Govern- 
ment Actuary which involves the use of certain formulae and tables not 
printed for publication. * 

35. When an insured person has surrendered his policy under the preced- 
ing rule, no further deductions on account of premium will be made from 
his pay. The Deputy Accountant-General will inform the Audit Officer of 
the department concerned of the fact of the surrender of the policy, and 
that officer will issue the necessary instructions to the immediate superior 
of the insured person. On receipt of an order from the Postmaster-General 
to pay to the insured person the amount payable on account of the 
surrender of his policy, the Postmaster concerned will give notice to the 
insured person to present himself at the post office, and on his so presenting 
himself, the amount will be paid to him. The payee’s receipt, stamped if 
necessary, will be taken on the back of the order and will be forwarded to 
the Deputy Accountant-General, as a voucher for the payment. 

Policies held by persons who have left the Government service. 


3<* If an m-ureo pi r son resigns or retiie<- or is dismissed from the 
seivice of (Imernment, his p«>Hc\ holds good bo long as the premia due are 
regulailv paid by him on or before the 21st da.\* of each month to the 
Post Office selected b\ him v\ ith the know led tp uhd concurrence of the 
Deput\ Accountant-General. As soon as the connection of the insured 
P'i„on with <huernr 4 ent ceases, he should ad^re*. the postmaster of the 
office at which he proposes to pay his premia m future, informing him of 
the fact, and the wPl receive the m.mrv and give receipts for 

it in the usual manner on production of the premium receipt-book. The 
Deputy Accountant-General should be advised by the insured person of 
everv change m the post office at which the payments are made under this 
rule. 


{hoik. When an insured person retires from the service of Government and hit pension Is 

to be paid in India the Audit Officer concerned will note on his last-pay certificate, tor me 


*Oi» Hue nezt business day when the 21st falls on a Sunday or a public holiday. 
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information of the officer by whom the pension will br> paid, the amount of the monthly pre- 
mium due from the insured person. If the insured person so desires, he may then deduct the 
amount of the premium, due on the first day of each month, from his pension bill for the 

preceding month before presenting it for payment, instead of paying the amount m cash at a 

post office. The insured peison, however, will be peisonally responsible for entering the coireot 
amount to be deducted m his pension bill. If he fails to do this on any occasion, it will still be 
open to him to pay the amount into a post office; but if the amount is not paid either by 
deduction from the pension bill or m cash on or before the 21st* day of the month m which xt 
is due, the provisions of rule 39 or rule 40, as the case ma^ be, will apply, provided that the 

insuied person is not to be considered as m arrears of premium for any month so long as he ha* 

not been able to diaw any pension, though due, for the month next before it due to circumstanoe* 
beyond his control. If the pension for any month is drawn without deduction of the premium 
after the 14th of the following month, the premium for the latter may be paid within seven days 
of receipt of the pension. Credit for amounts deducted from pension bills under this rule will be 
given to the Post Office Insurance Fund by the Audit Officer concerned, m the manner 
prescribed m rule 29. 

37. Ii an insured person who has ceased to be a servant of Government 
negleci/S to pay the premium due on his policy on or before the 21st day* 
of any month in which such premium is due, at the Post Office selected by 
him, the postmaster concerned will report the circumstance to the Deputy 
Accountant-General, who, if the premium has not been paid elsewhere, will 
advise the Postmaster-General of the circumstance. If the nremium is 
tendered on any subsequent date it will be received subject to the provisions 
of rule 39 or rule 40, as the case may be. 


•Prenia ?s well as policies when due payable only in India. 

38. If the purchaser of a life insurance or endowment assurance policy 
quits India, he must arrange with the Deputy Accountant-General for the 
payment, at any Indinn Post Office which he may select, of the premia pay- 
able on his policy. If the insured peison dies out of India, the value of 
his policy will be paid to the person beneficially interested at any Indian 
Post Office that may be selected by such person. 


Lapsing of Policies. 

39. If, in the case of a policy of less than three years' duration, the 
premium due be not paid on or before the 21st day* of any month in which 
such premium is due, the policy will become void. But if all arrears of 
premium are paid within six months from the first day of the month for 
which the premium was due, the Postmaster-General mav in his discretion 
allow the policy to be revived, subject to the payment of all arrears and to 
the further payment, within a date to be specified bv the Postmaster 
General of such fine, if any, as he may imoose. The Postmaster-General 
may also require the production of a medical certificate of continued g>od 
health. The Deputy Accountant-General will, in such cases, report the 
receipt of arrears of premium to the Postmaster-General to enable him 1o 
issue the necessary instructions in each case. A copy of the orders passed 
by the Postmaster-General in each case will be foi warded to the Deputy 
Accountant-General for record in his office. 

Not* 1— Should the insured person die after the exmrmon o < the days of grace alio* 1 foi tue 
pdiinmt m ta h mouth of the premium die foi that n oi th but V-«otp tht n* +hc rexival 

of the policy in accoi dance with this rule, no clam. r oi ih pa's ment of the policy vnll be 
entrita n d 

Non 2— T>r pa dow» of ibis rule an msu'od p'laon is not to he coo idered m •'lrears 
of piorm rn ^or iu\ nonth "o Ion* as he has not boon able to dnw mv pa\, p nsion, or -aspen- 
F*en aUooanc-s m, if tlio insured person is on loa^t in Inrba, an^ leaie allowance, though due, 
for the uionti «* vt b< # oie it due to eircunsuncts bt>oi a hi* convol ,w rlso Note 4 to rule 
88 and tne Note nclow rule 36 

Exr*t t — piOiisions of this Note do not "ppl: to th" emplo}e<-s of Local Funds and other 
umi-j * h i i ay tlvuv pi» mitnns m ca-h 


*Or the 3 e::t business day when the 21st falls on a Sunday or a public holiday. 
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40. If in the case of a policy of not less than 3 years* duration the pre- 
mium be not paid on or before the 21st day* of any month in which such 
premium falls due, the policy will be forfeited at the end of 12 months 
from the first day of the month for which the premium was due, unless all 
arrears of premium, together with interest thereon to date of payment 
at 8 per cent, per annum, are paid within the said period of 12 months, 
provided that when the. interest amounts to le«-s than one rupee, the sum 
of one rupee shall be paid as a fine instead of inleTest. Should the insured 
person die witlun the said period of 12 months, the claim for the payment 
of the policy will be accepted subject to the deduction of all arrears of 
premium together with interest thereon to date of death at 8 per cent, 
per annum. The surrender value of a policy under this rule may be paid 
to the insurant or a paid-up policy may be issued to him on receipt of 
an application to that ef^ct at any time after the date of default or for- 
feiture. The amount of sunender value due and the terms of the paid-up 
policy that may ivs ^ed should Le ascertained by application from the 
Deputy Accountant-General. 

Note — For the purpose of this rule, an insured person is rot to be considered as m arrears 
of premium for anj month «*o long as he has not hi on able to chaw an\ pa\, pension, or suspen- 
sion allowance, or, if the 11 , solid prison is on leave in Tndia, any leave allowance, though due, 
for the month ne\t beforf it due to circumstances bejond his control. See also Note 4 to role 
88 and the Note below rule 36. 

Exception . — The piovisiona of this Note do not apply to the employees of Local Funds and other 
insurants who pav their premiums m cash 

*Or the next business day uhen the 21st falls on a Sunday or a public holiday. 
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TABLE H. 

Endowment Assurances. 


Monthly premiums for an Assurance of Es. 1,000. 
Applicable to policies issued prior to 1st April, 1940. 


Maturing 
Age 3. 

45 

50 


55 

1 Maturing 
Agos. 

Age at 

C A. 

P. 

R A. 

p. 

R A. p. 

Ago at 

eatiy. 






entry. 

18 

2 12 

4 

2 4 11 

I 15 10 

J8 

:*) 

2 U 

1 

S 0 

1 

2 0 8 

19 

2) 

2 0 

0 

2 7 

4 

2 16 

20 

21 

3 2 

1 

2 & 
t 

8 

2 2 5 

21 


.1 4 

5 

1 2 10 

2 1 

2 3 6 

22 

* > 

;< 7 

0 

s 2 n 

10 

2 4 8 

23 

*4 

•> 9 

11 

2 13 

8 

2 5 10 

24 

25 

ft 13 

1 

2 13 

8 

2 7 2 

25 

26 

4 0 

8 

3 1 

10 

2 8 8 

26 

£7 

4 4 

9 

3 4 

4 

2 10 4 

27 

28 

4 9 

4 

3 7 

0 

- 12 1 

28 

20 

4 14 

8 

3 10 

1 

2 14 2 

29 

SO 

n 4 

8 

3 13 

6 

3 0 4 

30 

31 

5 11 

$ 

4 1 

4 

3 2 9 

31 

32 

6 3 

8 

4 5 

7 1 

3 5 5 

32 

33 

0 13 

1 

4 10 

5 

3 8 4 

33 

34 

7 8 

3 

4 15 10 

3 11 7 

34 

35 

8 5 

7 

5 5 

11 

3 15 1 

35 

36 

9 6 

0 

5 13 

0 

4 3 0 

36 

37 

10 10 

7 | 

6 5 

1 1 

4 7 4 

37 

38 

12 4 11 

* 6 14 

7 

4 12 3 

33 

30 

14 8 

1 

7 9 

9 ' 

5 18 

39 

40 

17 9 

5 

8 7 

3 . 

5 7 11 

40 

41 

•• 


9 7 

8 

5 15 0 

41 

42 



10 12 

3 

6 7 3 

42 

43 



12 6 

9 

7 0 10 

43 

44 

• • 


14 10 

1 

7 12 2 

44 

45 



17 11 

6 | 

8 9 8 

45 

46 

o • 



I 

( 

9 10 3 

46 

47 



-• 

i 

10 15 0 

47 

48 




1 

12 9 7 

48 

49 



•• 

i 

14 13 0 

49 


-• 


•• 

i 

_ ( 

17 14 7 

50 


— Ifci til*© puipoaG cf xIijls tablo “ Age at ell try ” me a ■’s the age nesc birthday* 
ollo^’ng the d ate of pax men! of the first premium. 
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TABLE n (a). * - — 

Endowment Assurances . ’ | 

MorMy premiums for an Assurance of Bs. 1,000. 


Applicable to policies issued on or alter 1st April 1940. 


Maturing Ages. 

45 

50 

55 

Maturing Ages. 

Age at entry. 

ft 

A. 

ft 



A- 

ft 

A. 

Age at entry. 

18 

3 

1 

2 

10 

2 

4 

18 

19 

3 

3 

2 

13 

2 

5 

10 

20 

3 

5 

2 

12 

2 

6 

2D 

21 

3 

7 

2 

14 

2 

7 

21 

22 

3 

10 

3 

0 

2 

8 

22 

23 

3 

13 

3 

A 

M 

2 

9 

23 

24 

4 

0 

3 

4 

2 

11 

24 

25 

4 

3 

3 

6 

2 

13 

25 

26 

4 

7 

3 

8 

2 

15 

26 

27 

4 

11 

3 

11 

3 

1 

27 

28 

o 

0 

3 

14 

3 

3 

26 

29 

5 

5 

4 

1 

3 

5 

29 

30 

5 

11 

4 

4 

3 

7 

30 

31 

6 

2 

4 

8 

3 

9 

31 

32 

6 

10 

4 

12 

3 

12 

32 

33 

7 

3 

5 

1 

8 

15 

S3 

34 

7 

14 

5 

6 

4 

2 

34 

35 

8 

11 

5 

32 

4 

6 

35 

36 

0 

11 

0 

3 

! ^ 

10 

Mf 

37 

10 

lo 

6 

11 

4 

14 

37 

38 

12 

8 

7 

5 

5 

3 

38 

39 

14 

13 

7 

15 

5 

8 

39 

40 

37 

11 

8 

% 

13 

«, 5 

11 

40 

41 

• • 


9 

13 

6 

5 

41 

42 



11 

1 

G 

13 

42 

43 



12 

10 

7 

► 

t 

43 

44 



14 

12 

S 

2 

44 

45 



17 

12 


15 

45 

46 





0 

15 

46 

47 



•• 


11 

3 

47 

48 





12 

13 

48 

49 

• • 




14 

15 

49 

50 

•• 




17 

15 

50 


Not£ 3. — For + ho purpose of this taMe 44 Age at entry ” means the ago nest birthd^ 
following the date of payment of the first premium 
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[ 


L.T. — 24. 


TOST OFFICE INSURANCE FUND. 

Proposal fob Insurance. 


Statement to be made by a person submitting a proposed for an insurance for the 

first time. 

Questions. Answers. 


1. (a) What is your full Christian name and surname t 1. (a) 

or 

(b) Your name and father’s name and your caste ? (b) 

2. Where were you bora ? 2. 

(If bom in India, add names of the district and province of 

birth,) 

3. What is the date of your birth by the Christian era, 3. 

and what will your age be next birthday 1 

4. (a) Where do you reside t 4, (a) 

(b) At which post office (head or Rub) do you wish to (b) 

pay your first premium and take delivery of the 
policy ? 

5. Are you married* single* or a widower ? 5. 

6. What appointment do you hold in Government 6. 

Service and in what Department of Gov- 
ernment ? 

(State your permanent appointment as well as any acting 
appointment held by you.) 

7. Who is the Accounts Officer who will account for the 7. 

recoveries of your premia and pass on the 
credits to the Posts and Telegraphs De- 
partment T 

S Kow long have you been m Government Service T 8. 

9. Vi hat leave have you taken during your service t 3. 

{St <*e the description of leave taken) * 

10 For what amount do you wish to effect an insurance f 10. 

U i ) io 1 ' propose toT>r»<ha*e a U*e insurance or an 11. 
endow tt orit assurance noticy ? (In the farmer case 
state whether paymeut shnuld c fi ane at the ag * of 50 
or 55 or be cohtiuurd during Uf e In *he fat*er 
case state at what age you wish the poacy to be paid 


to you ) 

12 of) layout father alive ? 12. (o) 

i o; VTh it 5- hi* aje ? (t) 

(c) If dead, of what did he die t (c) 

( l) At ivlidt age did he die ? (,I) 

13. (a) Is youi mother alive ? 13. ( a ) 

\b) What is her age t (5) 

(c) If dead, of what did she die 1 (c) 

id) At what age did she die t (d) 
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Questions, 


Answers. 


14. (a) How many brothers and sisters had you ? 14. («) 

(6) How many are alive and what are their ages t (6) 

(e) Are they all in good health 1 

(d) How many axe dead t (d) 

(e) Of what diseases did they die? 

(/) At what ages did they die ? (/) 

15. Have you ever been obliged to leave your work on 15. 


acount of bad health ? If so, state the nature 
of the disease or diseases from which you 
suffered and the length of time you had to 
remain absent. If on medical certificate, 
name the medical officer who granted you the 
certificate and, if possible, attach a copy of 
he official statement of your case. 


15. (a) Are you of temperate habits t 16. (<ii 

(6) Have you always been so ? (ft* 

17. Are you addicted to the use of any drug ? 17. 

18. Have you suffered from syphilis ? If so, when ? 18, 

19. (a) Have you bad typhoid fever or small-pox ? 19. («\ 

(b) Have you been vaccinated ? 

(c) Have you been re-vaccinated ? (#•» 

20. Have you or any of your near relatives suffered from — 20 

(a) Insanity ? (a) . , 

(b) Consumption ? (ft) 

(c) Asthma ? (cl 

(d) Gout T (4) 

(«) Kidney disease I (?) 

{f) Diabetes I /) 

t 9 ) Cancer 1 t 

21. Have you over had spitting of blood t 21 . . 

22. Have you a rupture ? 22 

23. (a) Ha^ your life ever been proposed for insurance to 23 % » 

the Post Office Insurance Fund or to any Insu- 
rance Office ? 

(61 If so, was it accepted at the ordimry rate ? (ft> 

(cl Or at *.i enhaut ed r^te ? Tf so, the grounds for {/*) 

le’r siding the enhanced *ate should be seated. 

(d) Or wss it declined ? Tf so, the grounds for rejec- «•/« 

tiou of the pioposal should be stated. 

Notk. — Tf the propose 11 be a Chiistfen, he must atta< b to thi* » < f , a 1 en attested 

iav ftf hie l.entismnl fPrtiflpntA. nr. i5 +hie ie imnMniiooK'o . ... 


copy ot ms hnmjvmni certificate, or, tnis is unpractfca hie, pr<.< } * me rs i ohte 
age. T t the oroposei be an Tndmn, he must mention he low the i »i< « m w'dre^ses of 
two respectable peisons to whom lefeience can be made, if ne<es*#» * j^r’inp his age. 
These peisons should be able to speak fiom their own knowledge > * -o <he pioposer’e 

age. 


Signature of proposer 
{or impression of tb< hfi thumb), 

■19 . 


r ated the- 


■day of- 
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Certificate by proposer’s immediate superior 

I certify that I have read over and explained the above form to the pro- 
poser m this case and that the proposer's i eft thumb impression was affixed in 
my presence. 


Signature- 


Designation- 


Dated at on the 19 . 


Noth — Having signed the above certificate, the piopoaci s immediate superior should forward 
this proposal with a certified copy of (1) the first page ot the S rvice Book or (2) the descriptive 
headings of the Service Roll, or (3) the Appointment Certificate or (4) (in the case of a temporary 
official and Extradepartmental Agent of the Post Office) the ce^fc finite granted by a competent 
off opt of the Department regarding his eligibility on which his signature or an impression of the 
proposer’s left thumb as the case raaj be has been tV en in his presence, by first mail, m a 
registered envelope, to the Principal District Officer of the proposer 


CarM^Pte of the Principal District Officer. 

Certified that the pioposei is eligible for admission to the benefits of the 
Post Office Insuiance Fund under lule 2 of the lules rating to that Fund 
and that the entry of lus age has been personally venfioJ hy me by com- 
parison with the “Histoid of Sei vices of Gazetted Officeis,” oi the ceitified 
copy of (1) the fiist page of the Service Book, or (2) the descuptive headings 
of the Service Roll, or (3) (m the case of postal runneis) Appointment 
Certificate or (4) (m the case of a tempoiaiy official and Extradepart- 
mental Agents) umveisity ceitificate, baptismal ceitificate, hoioscope, 
municipal certificate of buth, oi, m the absence of any such document, any 
certificate regaidmg his age gi anted by two respectable persons (who 
should be able to ^penk fiom theii peisonJi knowledge as to the pioposer'* 
age) 

* Although the pioposei s a>y is audited bj a Militai^ Accounts Officer, 
he is subject to Civil ules, as shovn m the appended ceitifhate by the 
Military Accounts Officei concerned 


Signature- 


Designation- 


Dated at ot the 19 . 


«To be struck out v len nou it im- d or w ui the t oposcr belonga to the Milhtary Upper 
Subordinates of he M lioaTj oi 1 s Seiv cts 


Bora— naving bigitd Uc c c i iF «, « V Pi acipal Distrl z Of*cpr should forward 
propos al m a registered e-rve'' p to the Guil Smgeon 


tbs 


{VB-H the date o 
* History oi S tts 
Boa ir (2) the drs 
the ceitificate gr nt J L i 
lug the discrepant s cu 


o 


t as "u n i his piopo jl 1 s ot aorte *he en rv m ^ 
tel I s o! th tifel p of (1) * n iibt page of the Service 
i 1 -)t the 55 r\ c Toll or ( ) the Vpiointmei t Otitihcate or (4f 

o i r oi c r oi toe u partniei u as the c c may be, a note legard 
l de 1 l lu<. sigi „tuie b> the Puneipa Di«tnrt Oflicer] 
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Declaration to be signed by the proposer in the presence of the Civil Surgeon. 

I do hereby declare that the foregoing statements and there made by 
me to the Civil Suigeon are tiue io the best of my knowledge and belief and 
that I have not withheld 01 concealed any cacumstance with ie-,aid to 
which inhumation has beei itquued fiom me I agiee that the foiegoimft 
us sin 11 be the basis of the pi >po cl coitia -t foi an lusmaiice, n nd 
that if it sn hereafter appear that I have wiifullj maae any untiue 
statement, 01 have fiaudulently concealed anv cireurastance which I oierht 
to have made known, then all the pieima which shall have been pud undej 
the said conti act shall be foi feited, and the conti act rendeied ab^utelv 
null and void 

I also agree to pay the fee for the medical examination should I decline, 
on this proposal being accepted, to take out the policy, or fail to paj the 
first premium by the due date or should I discontinue payment of the 
premia, after taking out the policy, befoie it has been m foiee £01 twelve 
months 


Signature of pioposer 
(or impression of the left thumb)* 


Dated the day of 19 . 

Medical Opinion. 

T am of opinion that suffering fiom disease likel> 

to shorten life, and that he - fra^no t had serious disease of a kind likely to 
recur. 

I do nS°r&com Ae 5 a Postmaster-General to accept me proposal of 

Judging fiom his appearance *s age is (m woids ) 

years. 

The thumbtopr^slon above declaration was affixed by the pioposei 
m my presence. 


Additional remarks by Civil Surgeon 1 


Signature of Civil Surgeon . 

b tation — 

Dated 19 • 


> Where there is no Civil Surgeon in the district, the examination will be held by any Com- 
missioned Medical Office** in chirge of the district 

Noth 1 —A life is accepted *s proposed without any extra premium, oi rejected altogether if 
at - risk is involved accepting it When therefore the examining medical officer after recom- 
mending the acceptance of a proposal feels called upon to offer any additional rcmarls, he 
should add at the same time whether or rot he recommends the acceptance of the proposal at 
the ordinary rates 

Note 2— Having recorded his opinion aho\e, the Civil Surgeon should return this proposal to 
the Postmaster General in * registered envelope 
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L.I.— 25. 


POST OFFICE INSUEANCE FUND. 

Proposal for Insurance. 

By the Holder of Policy No. , dated , for 

R 


Statement to be made by a person who is already insured and who proposes 
to effect a further insurance. 

Questions. Answers. 


1 . (a) What is your full Christian name and surname ? 


(6) Your name and father’s name and your caste ? . 

2. (a) Where do you reside 

(6) At which post office (head or sub) do you wish to pay your 
fiist premium and cake delivery of the policy ? 

3. What appointment do you hold in Government Service, and 

in what Di payment ? 

(State your permanent appointment as well as any acting 
appointment hdd by you ) 

4. Who is the Accounts Officer who will account for the recoveries 

of your p I erma and pass on the credits to the Posts and 
Telegraphs Department ? 

6. For what amount do you wish to effect an insurance ? . , 

6. Would this when added to the amount of existing insurances, 

exceed the total prescribed limit t .... 

7. Do you propose to purchase a life insurance or an endowment 

as w uiro policy ? (In the former ease state whether pay 
ments should cease at the age of 50 or 55 or be continued 
during life. In the latter case state at what age you wish 
the policy to be paid to you.) 

8. (a) la your fathei alive ? . 

(&' What is his age ? 

(c) T f de*\d, of what did he die ? 

(d) At what ege did he die ? . 

9. (a) Is your mother .dive ? . 

(b 'W hat ib her age ? . 

(C) ii dead, ol what dul die ’ 

(d) At what aye did she dio ? 

10. ( - in i ^ bro^hett ird -i stois hod you ? 

(*>) How ^nny are di e and what no t 1 eh ages ? 

(o Are they all m good health ? . 

'd) How many are (Lad ? 

( e ) Cf wlct di vc^os did the> d.e ? 

(f) At what ages did they die ? 


1. (a 

(*> 

2. (o) 

( 6 ) 

3. 


4. 


5 . 


6 . 

7. 


8. (a) 
(»> 
(«) 
Id 

9. (a) 
( 6 ) 
l«) 

(cl) 

10. (a) 

(b) 

(c) 

(d) 

(«) 

(/) 
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Questions, Answers, 

11. Have you ever been obliged to leave your work on account of 11, 
bad health t If so, state the nature of the disease or diseases 
from which you suffered and the length of time you had 
to remain absent If on medical certificate, name tho 
medical officer who granted you the certificate and, if 
possible, attach a copy of the official statement of your 


case. 

12. (a) Are you of temperate habits ? 12. (a; 

(6) Have you always been so ? (6) 

13. Are you addicted to the use of any drug ? . . .13. 

14. Have you suffered from syphilis ? If so, when t . . .14. 

15. (a) Have you had typhoid fever or small-pox ? . . .15. (a) 

(b) Have you been vaccinated ? (6) 

(c) Have you been re- vaccinated ? (c) 

16. Have you or any of your near relatives suffered from — 16. 

(а) Insanity (a) 

(5) Consumption ? (6) 

(e) Asthma (c) 

(d) Gout ... {d) 

(e) Kidney disease ? (e) 

(/) Diabetes ? (/) 

(gr) Cancer ?.,.,»•••• (g) 

17. Have you ever had spitting of blood ? . • . . . 17. 

18. Have you a rupture ? 18, 

19. (a) Was any proposal for further insurance in the Post Office 19. (a) 

Insurance Fund or any other Insurance Company made 
by you ? 

(б) If so, was it accepted at the ordinary rate ? (6) 

(c) Or &t an enhanced rate T If so, the grounds for demanding 

the enhanced rate should be stated . • • • (c) 

{d) Or was it declined ? If so, the grounds for rejection of the 

proposal should be stated (d) 


Signature of proposer 
{or impression of the left thumb). 


Dated the day of 19 . 


Taken in my presence. 


Signature and designation of 
pioposei’e immediate supe- 
rior. 


i 


Dated at on the 19 

Noth.— Having signed the above c* itifuafc< , the pmpoaer s immediate superior should forward 
this proposal vnin i cemfhd cop* of (1) the t rtst pa ** of ihe SerMce Book m f2) tin ri^mptnt 
head in era of the Servioe Boll or (\) the Annomtment Certificate or f4) fin the case of a temporary 
omciai or Extradepartmental Agent of the Post Office) the certificate granted by a competent 
officer of fhe D psrtmort regaining his eligibility, rn whuh hn bigmitim oi in lrnpieteion of th« 
pjopo«ers left thumb as the case urn be bis been tiken m his presence, b> fiist mail m a 
registered envelope, to the Pnnoipil District Officer of the proposer 
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Signature and Designation of the Principal District O&cer. 

Signature 

Designation 

Bated at on the 29 . 

Notb.— Tho Principal District Officer should forward the proposal, in a registered evnelop© tc 
the Civil Surgeon. 

Declaration to be signed by the propose- in tbs precise of the Civil 

Surgeon. 

I hereby declare that the foregoing statements and those ^hich I have 
made to the Civil Surgeon are true to the best of my knowledge and belief. 
I agree that the foregoing statements and those made by me in my first 
proposal shall Le the basis of the proposed contract for a further insurance, 
and that if it shall hereafter appear that I have wilfully made any untrue 
statement, or have frau Julently concealed any circumstance which I ought 
to have made known, then all the premia which shall have been paid under 
the said contract shall b3 forfeited and the contract rendered absolutely null 
and void. 

I also agree to pay the fee for the medical examination should I decline, 
on this proposal being accepted, to take out the policy, or fail to pay the 
first piemium by the due date or should I discontinue payment of the 
premia, after taking out the policy, before it has been in force for twelve 
months. 


Signature of proposer 
{or impression of the left thumb). 

Dated the day of ID . 

Medical Opinion. 

I am of opinion that suffering from disease likely t<* 

shorten life and that he kad serious disease of a kind likely to recur. 

I "do not r^mmeiitr Postmaster-General to accept the proposal 

of . 

The tHumtfiin predi on to ^8 a * )0Ve declaration wa3 affixed by the proposer 
in my presence. 

Additional Remarks by Civil Surgeon A 

Signature of Civil Surgeon* 

Station . 

Dated 19 • 

1 Where there is no Civil Surgeon in the district, the examination will be held by any Com- 
missioned Altuicai Officer m charge of the District. 

Notb 1.— - A life is acopted as proposed without any extza premium, or rejected altogether if 
anr risk is lntohed in Accepting it. When, therefore, the examining nodical officer after recoin* 
minding the acceptance of a piopodol feels called upen to offer an> additional remarks, he should 
acid at the same time whether or not he recommends the acceptance of the proposal at the ordinary 
rtfes. 

Notb 2.— Having recorded his opinion above, the Civil Surgeon should forward this proposal to 
the Postmaster-General m a registered envelope. 
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APPENDIX. 

Copy of letter No. 7720-2U, dated the 17th August 1908 , from the Govern* 

merit of India , Department of Commerce and Industry, to the Chief 

Secretary to the Government of Bombay. 

With reference to your letter No. 2877, dated the 6th July 1908, addressed 
-to the Secretary to the Government of India, Finance Department, I am 
directed to convey the sanction of the. Government of India to the admission 
of section-writers to the privileges of the Portal Insurance Fund, on the 
condition that a certificate is granted in each case by a gazetted officer 
of the Department or Office to which the proposer belongs declaring the 
latter eligible on the terms stated below. 

2. The certificate should not be granted to men entertained only on an 
emergency or for any special work likely to last for a short time only, but to 
those who are taken on for the purpose of supplementing the regular estab- 
lishment, and the duration of whose appointment will ordinarily or probably 
be continuous. The certificate, therefore, should be to the following effect: — 

“Certified that although is not a permanent employee of Gov- 

ernment, and is liable to discharge on a month’s notice or summarily in the 
case of misconduct, he is eligible for admission to the Postal Insurance Fund 
under the orders contained in the Government of India, Department of 
Commerce and Industry, letter No. 7720-214, dated the 17th August 1908.” 

This certificate should be issued only in connection with an actual appli- 
cation to join the Fund, and should not be given to the applicant himself. 
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Part II.— Subsidiary Rules issued by the Director-General. 

The following subsidiary rules are issued under the authority of the 
Director-General, Posts ana Telegraphs: — 

L Separate receipt granted by postmaster for every premium paid in 
cash .— In addition to the acknowledgment in the premium receipt-book, 
a separate receipt, signed by the receiving postmaster (head or sub) should 
be granted for every payment of a premium made in cash. 

2. Form of Assignment— For the purpose of rule 9 of the rules issued 
by Government, it is not necessary that the nature or amount of the valu- 
able consideration for which an assignment is made should be stated. 
When an assignment is registered in a Postmaster-General's office the 

words “Registered in the office of the Postmaster-General 

on ” should be written on the back of the policy. 

3. Date on which a policy is considered as surrendered.— When a policy 
is surrendered for immediate payment of the surrendered value due on it, 
it should be considered to be in force for full benefits to the end of the 
month for which premium has been paid; the last day of that month 
being considered as the day and date of actual surrender. 

4. Revival of Policy. — (1) In cases where it is apparent that no deli- 
berate infringement of rules has been made by the insurant with the object 
of using the Insurance Fund in a manner adversely affecting its interests, 
*he Director-General has power to revive a policy by relaxation of rule 
39. The Director-General has also the discretionary power in special cases 
to relax the provisions of Note 1 below rule 39. 

(2) In cases where the default is due to circumstances beyond the 
control of the insurant or to the insurant’s absence on leave out of India 
the Director-General has also the power to sanction the revival of policies 
adversely affected by rule 40. 
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APPENDIX G. 

Rules lor non-combined Receiving Offices for Telegrams. 


L Acceptance of telegrams in non-combined post offices . — With the except- 
ion of offices at which it has been held by. the Head of the Circle that by 
such acceptance delay or undue detention of the telegrams would be 
involved, all non-combined post offices are authorised to accept Mand 
telegrams for despatch to a telegraph office for onward transmission. 
Foreign and press telegrams must not be accepted in non-combined post 
offices. 

2. Tost and Telegraph Guide.— The Post and Telegraph Guide ia 
supplied to all the post offices referred to in rule 1. Section X of this 
publication contains the rules and rates for inland telegrams; and Section 
XIII, the list of telegraph offices. The following additional rules and 
explanations are issued for the guidance of postmasters. 

Note.— T hroughout these rules, postmaster means the postal official entrusted with the duty of 
receiving telegrams. . . . „ , 

3. If ours of business . — Telegrams will be received only if presented at a 
time at which work is going on in the post office between the hours of 
6 a.m. and 6 p.m., or such longer hours as may be notified locally. But 
no ordinary telegrams will be accepted on Sundays or Post Office holidays, 
or between the hours of 9 p.m. and 8 a.m. on other days. 

4. Examination of telegrams for despatch . — When a telegram is present- 
ed, the postmaster must examine it and sec that the true signature and 
address of the sender are written at foot. In the case of telegrams from 
a mercantile firm, if the name of the firm is written, it should Be accepted, 
but if stamped, it should be attested by the signature or initials of a 
responsible member of the firm. In lieu of the signature of an illiterate 
sender, an impiession of the thumb of the left-hand should be taken on 
the message as written for that person, and the note “Thumb-mark of 
{Name of sender )” written below the impression. The ink used for chis 
purpose should be printer's ink or that usually used for the date-stamp. 
The postmaster should count the words to ascertain the charge and sell 
stamps of the required value to the sender to be affixed by him to the 
telegram form in the space provided for the purpose. Each stamp should 
then be defaced by the postmaster with the date-stamp of the office. 

5. Forms obtainable at post office . — Telegrams should be written Ly the 
sender on the prescribed form (Form A), a stock of which is supplied to 
every post office concerned. This fciia muse be given gratis to any person 
requiring it. If, however, a telegram is written on ordinary paper, it 
should be accepted and pasted on Form A. 

6. Translation of telegrams . — If a telegram written m the local Indian 
language is presented, the postmaster should transcribe it in English 
characters on a prescribed form and obtain the sender's signature to it; 
or, if desired, a telegram written in a local Indian language should be 
translated into the English language and written on the prescribed form, 
the sender's signature being, similarly obtained to the translation. No 
charge should be made for either of these services. 

7. Glassification of telegrams.— If the telegiam is tu be clawed Ejcprtss , 
the class should be . entered by the sender in the space provided on the tele- 
gram form, otherwise it should be treated as Ordinary. If the telegram is 
on State business, the word State should be wiitten m the space provided 
on the form. According to clause 370 of the Post and Telegraph Guide , 
late fees are chaigeable on Express telegrams which are required to be- 
transmitted during the closed hours o 1 the telegraph office of origin, the 
intermediate office or the office of destination, but for the present, these* 
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late fees will not be required to be col 1 acted by postal receiving offices. 
All telegrams fiom a postal receiving office will be dealt with during the 
working hours of the telegraph office to which they are addressed. All 
telegrams should he considered P rival e y unless marked State by the sender. 

8. Treatment of telegrams not classed by senders . — If the sender of & 
telegram affixes stamps exactly sufficient to cover its cost under a particular 
class, this is to be considered as an indication, of his wish to have it sent 
in that class. If a telegiam tendered by a servant does not indicate how 
the sender wishes it classed, it should be sent as Ordinal y. 

9. Application of charges, — The following instructions will guide post- 
masters in counting the words that are chargeable in a telegram: — 

Every word in plain language telegrams containing more than 15 letters 
should be counted and charged for as two words. 

Example, 

Unconstitutional (16 letters) 2 words. 

Names of places and persons and titles should be counted as written by 
the sender, but when insufficient money is tendered, the sender may be- 
Lelped to join such, In accoi dance with the usage of the language, so as to 
reduce the charges — 


Examples, 

To be 

Compound Words. counted as 

"ft ords. 


Twenty five 2 

Twentyfive • , 1 

Twenty-five 2 

Linen draper 2 

Linendraper , 1 

Linen-draper .......... 2 

Lieutenant General ......... 2 

Lieutenantgene*al (17 characters) ...... 2 

Lieut, general .... 1 

Lieut. -general . 2 

Station Master .......... 2 

Stationmaster . 1 

Mint Master .......... 2 

Mintraaster .......... 1 

Head Master 2 

Headmaster ......... 1 

Telegraph Master 2 

Telegraphmaster 1 

Postmastergeneral (17 characters) ...... 2 

Fathorinlaw .......... ) 

Tat her- in-law 8 

Father in law 2 

Table cloth 2 

Tablecloth 1 

Table-cloth % 2 
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To be 

Compound Words. counted aa* 

Words. 

Five Thousand * . • • * 2 

Fivethousand .....••«•• 1 

Five-thousand . . 2 

Fivehundredandfifby (over 15 characters) 2 

Five hundred and fifty 4 

Quarter Master . . . ....... 2 

Quartermaster 1 

Quarter-master ...••••••• 2 

Adjutant General ..«.•••»• 2 

Adjutantgeneral • • ....... I 

Adjtgeneral . . 1 

Mehudi Bagan • 2 

Mehudibagan 1 

Mechua Bazar ....*••••. 2. 

Machuabazar 1 

Chandni Chowk • • . 2 

Chandnichowk . . . • 1 

Kerani Ganj . 2- 

Karaniganj * . • 1 

Koyla Ghat 2 

Koylaghat *.*»•••••« 1 

ELoloo Tola 2: 

Kolootola . . . I 

Bowbazar Street . 2 

Bowbazarstreet • I 

Boitakhana Bazar * 2 

Boitakhanabazar * * . • I 

Upper Chitpore Road. • . & 

Upperchitpoie Road ..«*•*••• 2 

Thornhill Road * • . * 2 

Thornhilli oad (13 characters) 1 

South Russa Road ......... 2 

Southrussa Road . 2 

Southxussai oad (14 characters) ••••*•• I 

Wellington Square 2 

Welhngtomquare (16 characters) • ••»•• 2 

Chowringhee Lane ...•••»•* 2 

Chowriugheelane • • 

College Street ^ 

Collegestreet • * • 1 

Budhwanpett 

Budhwan Pett •••••••*«• 

Lai Mohan Lane 

Lalmojban Lane. ........ 
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Lalmohanlane * * 1 

Old Court House Street • 4 

Oldcourthouse Street. 2 

In expressions such as (26692/2 A. G.), 4 (2B) occurring in the text of 
a message each pair of brackets should be counted as one word both in 
reckoning the number of chargeable words and in stating the number of 
actual words. 

If a telegram is composed of words in plain language and of words in 
Code language, i.e ,, if it is a mixed telegram, each word should be counted 
as one, up to ten characters, any excess being counted as a word by 
indivisible series of ten characters. If the telegram contains in addition 
figure cipher or letter cipher the passages in cipher should be counted at 
the rate of five figures or letters to a word. 

Examples. 

1 word. 1 word. 2 words. 1 word. 2 words. 1 word. 

Gambosum horribilem unintelligible depitious investigating 95627 

1 word. 2 words. 1 word. 1 word. 1 word. 

Sibilabant nevertheless livgebamus AVXL 11746=14 words. 

If the mixed telegram is composed only of passages in plain language* 
and of passages in cipher language, the passages in plain language should 
be counted at the rate of 15 characters to a word, and the passages in 
cipher at the rate of 5 figures or letters to a word. 

Examples. 

1 word. 1 word. 1 word. 1 word. 1 word. 1 word. 

Reports unintelligible 95627 investigating cause MLDXZ=6 words* 

Compound words in common use may be charged as one word when so 
written. 

Examples. 

Rapeseed I word. 

Sheepskin . . 1 word. 

Cowhide 1 word. 

Figures or letters are charged for at the rate of five figures or letters to* 
a word: each group must be charged for separately: bars of division, or* 
other signs, count each as a figure. 

Examples, 

1 word. 2 words. 1 word. 1 word. 1 word. 2 words. 1 word, 1 word. 

1298 6421129 89103 4720 2-8 2242-8 125-6 18£=10 words 

Numbers expressed in words in an abbreviated form in accordance witta 
£he usage of the language should be counted as one word at the rate of 
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i p teen letters to the word in plain language and ten letters to the word 
in code language telegrams, e.g — 


Fivetwoseven. , 
On^fifty . . 

Onerhirfcy . 

Thirty mcsixty . 

Thi eenaughtsixnaught 
Onefourlwoniue . 


For five hundred and twenty seven. 

For one hundred and fifty. 

For one hundred and thirty. 

For three thousand one hundred and sixty. 
. . . • for 3060 

• . . . for 1429 


Equivalent such as “nil” or “odd” for the figure “O” is not to be 
permitted. 

In cases where it is necessary to employ letter cipher, the sender should 
be required to arrange ‘‘he letters in groups of five and write or type them 
in block capitals as in the following example: — 


ACD\FN BKOPX MOPDY GKYUF PXOLE=5 words. 

Every telegram consists of the following parts, viz : — 

Part I (Preamble). 

1. Class Prefix. 

2. Code tHe (to be inserted by the telegraph office at which the telegram 
is accepted). 

3. Office of origin and date. 

4. Service Instructions 

5. Number of words. 

6. Special Instructions (if any). 

7. Serial Number (not signalled). * 

Part II (Address). 

1. Name of the addressee. 

2. The address of the addressee. 

3. The name of the telegraph office to which the telegram is to be tram- 
\mitted. 

Part III (Text). 

The text oi body ( i the telegram. 

Part IV (Sende?’<i name). 

Sender’s name (if any). 

fizarnpU (1). 

Office of origin — Paunai I. F. 

fNane — Debendrana^h M.tter 
To -( Address — Tiaffic clerk .... 
j ^Place — Bhera ...... 

Text — Leaving: Thursday 

Vow*— Ramin .ass 

Total chargeable words 
Total oost Rs, 



Ordinary. 

Express. 


Free 

Free 


2 

2 


n 

2 


1 

1 


2 

2 


1 

1 


8 

8 


0 9 0 

ISO 
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Example (£). 

Office of origin — Makum Jn. D. S. 

{ Name — Suresh Chandra Banerjee 
Address — Kali Charan Street 
Place — Makhdumpur, E. I. 

Text — Wedding fixed Tuesday 26th . 

From — Amir Buksh 

Total chargeable words 
Total cost Rs. 


Ordinary. Express. 

Free Free 

3 3 

3 3 

1 1 

4 4 

2 2 

13 13 

0 11 0 1 12 0 


Example ($)- 

Ordinary Express. 

Office of origin — Bombay Fiee Free 


f Name — Reply paid Mathuswamy Pillay 

To j Address — No. 18 KaMghat Road 

j 

* 


3 

4 


^ Place — Madras f 

1 


1 


Text — Missed mail Leaving by passenger to-m">now 





Meet station without fail .... 

10 


10 


From — ........ 

Nil 


NH 


Total cl argoablo words 

18 


18 


Cost Ro. 

1 3 

0 

2 0 

0 

Plus for reply prepaid 

0 9 

0 

0 9 

0 

Totrl cost Rs. 

1 12 

0 

2 16 

0 


It must be noted that the Service Instructions which are inserted in 
messages, in the interest of the Telegraph Service are transmitted free. The 
special instructions which the sender may employ according to Indian 
Telegraph Rule 18 ( d ) is charged for as a single word and transmitted in 
the abbreviated form. 


Example ($)• 

Ordtnaiy Express. 


Office of origin — Cawnpore ..... 

Free 

Free 

f Name — Whiteaways ..... 

1 

l 

Tc -< Address — 

L Place — Calcutta 

1 

1 

Text — Boots ordered by us 26th not received Please 

say when we may expect .... 

13 

13 

From — Macpherson, Benett ..... 

2 

2 

Total chargeable words 

17 

17 

Total cost Rs. 

12 0 

2 4 0 


The above example serves as an* illustration to show that a tingle* 
telegram oan be setit from more than, one person. ^ , 
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Ordinary. Express. 


Office of oriqm — Calcutta ...#•* 


Free 

Free 

Name — Mrs. Johnson ...... 


2 

2 


Address — 20. Cambridge Terrace, Hyde Park 


5 

5 


Place — Loudon Post Registered Bombay 


2 

2 


Text — Afraid ft y letter missed mail Am quite well 


8 

8 


Pram — Johnson ••••••• 


1 

1 


Total chargeable words • 


18 

18 


Cost of message Rs. 

1 

3 0 

2 6 

0 

Plus postage and registration . 

0 

5 0 

0 5 

0 

Total cost Rs. 

1 

To 

2 11 

T 


This example shows that the words Post Registered are not charged for. 

Example (6). 

MULTIPLE TELEGEAM ADDRESSED TO ONE STATION. 

A telegram containing 98 words in the text, including the Sender’s name, 
-and addressed to: — 

Fermanand Sookharam Eamsingh, 10, Frere Eoad, Bombay. 

Jawalapersad Gungerpersad Luckshman, 26, Kalbadevi Eoad, Bombay. 

Jewelstore, Bombay. 

Yenayak Ramchander & Go., General Merchants, 4, Meadows Street, 
Bombay. 

Purushram Shewshanker, 5, Bhendybazar Eoad, Bombay. 

Service Instructions . — 5 Addrs. (Free). 

As the office of destination is to be charged for once only, the number of 
chargeable words in the above addresses would be 28 and the charges would 
»be: — 



Ordinary. 

Express. 


B a. 

ft a. 

Initial charge for 28 words in the address and 98 in the 

text= 126 words 

Copying fee** for additional addresses at the rate of 4 
annas per 100 words for each address after the first — 

7 15 

15 14 

(J) For the Code address ** Jewelestore ” which will 
contain, when delivered, two words in the 
address and 98 in the texts 100 woids 

0 4 

0 4 

(2) For the remaining three addresses which, with 
the text, will contain 105, 108, and 104 words, 
respectively, at 8 annas per address 

1 8 

1 8 

Total 

9 11 

17 10 


If the sender requires all the addresses to appear on each copy delivered. 
*4he Service Instructions should contain the words <( Gommunieate air 
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addresses” or “OTA” free, and the charges should be calculated as shown 
below 



Ordinary. 

Express, 


R a. 

R a. 

Initial charge for 28 words in the address and 98 in the 
text* 126 words 

7 16 

15 14 

Copying fees at 4 annas per 100 words for each address 
after the first. Each copy, when delivered, would 
contain 28 words in the address and 98 in the text* 126 
words at 8 annas per address. Four additional addresses 
wUl cost 

2 0 

2 0 

Total 

9 15 

17 14 


The office of destination must be repeated after each address but will be 
charged tor once only. 

An Inland telegram intended for two or more persons at the same 
address should not be treated as a multiple telegram unless the sender 
expresses a wish that a copy should be delivered to each addressee. In all 
multiple telegrams, the Service Instructions show the number of copies, to 
be delivered, while the absence of such instructions will be an indication 
to the office of destination that the message has not been treated as multiple 
and that a single copy only should be delivered to any of the addressees 
named. 


Example (7). 

MULTIPLE TELEGRAMS ADDRESSED TO MORE THAN ONE 

STATION. 

In order to meet the special needs of the Army, the Government of India 
have decided that, when the same telegram has to be transmitted to more 
than one telegraph office, the rule that a copy of the message must be 
written on a sepaiate form for each office, should be relaxed in favour of 
military officers. 

The following rules have been laid down in their cases: — 

(I) Multiple telegrams will be accepted from Army officers at all 
offices except the following: — 


Calcutta. 

Delhi. 

Bombay. 

Allahabad. 

Madias. 

Lucknow. 

Agra. 

Rawalpindi. 

Lahore. 

Cawnpore. 

Karachi. 

Bangaloie. 


(2) In the case of multiple telegrams sent from other offices, the num- 
ber of addresses will be limited to ten, and, to facilitate hand- 
ling, the addresses should, as far as possible, be grouped accord- 
ing to the direction in which they are to be transmitted. 

($) If, foi any special reason ( e.g ., a sudden emergency), the tempo- 
rary leinoval of the restriction in clause (2) above is desired 
by the military authorities, in the case of all or any of the 
offices mentioned, the restriction will be removed on instruc- 
tions from the Government of India. 


G 
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Free 


Free 


The following is an example of how the charges on such multiple mes- 
sages should be calculated: — 

No. of chargeable words* 
Ordinary. 

Office of origin — Simla ...... 

Service Instructions — Six addresses .... 

G. O. C. Northern,") 

Calcutta. / Including “ Person from ” and 

Genl. Brigade, Cal- C counting *' Station to ” once 
cutta. ) 

Genl. Divn., Bombay 1 

Director, Marine, y Do. do. 

Bombay. J 

Genl. Bde., Lahore ^Including *• Person from ’* 

Do. do. 


O. C., Devlali. 


/ 


Text — Time expired men should proceed Bombay 
immediately travelling by mail train 
From — Q. M. G., India. (These words are included in 
each address as shown above). 


Calcutta address. 
Bombay address. 
Lahore address. 
Devlali address. 


f Total chargeable words . 

Cost plus copying fee of four annas 
[Total chargeable words . 

Cost plus copying fee of four annas 
r Total chargeable words . 
t Cost ..... 

[ Total chargeable words . 

LCost ..... 

Total cost of message 

Example (8). 


Office of origin — Ambala ..... 

To — Lieut. -Colonel Macdonald Royal Munster Fusiliers 
Agra *«••••« 

From — Vetymajor J. Mcintyre .... 

Text —Arrived 


11 



11 

9 



9 

7 



7 

7 



7 

11 



11 

22 



22 

B 1 11 

0 

3 

2 0 

20 



20 

ft 1 9 

0 

2 

14 0 

18 



18 

ft 1 3 

0 

2 

6 0 

18 



18 

ft 1 3 

0 

2 

6 0 

ft 5 10 

0 

10 

12 0 


Total chargeable words 
Total cost 


Ordinary. 

Free 

6 

3 

1 

10 


Express. 

Free 

6 

3 

1 

10 


B* 0 11 0 16 0 


The above example serves to show that titles such as “Lieut. -Colonel,” 
“Vety. Major,” etc., and such European names as “Macdonald/* “Mcin- 
tyre/’ etc., can be accepted as single words when joined together. 

10. Payment of charges . — (1) The charge for a telegram can be paid 
wholly in cash, or in postage stamps, or partly in cash and partly in 
stamps. Cash payments should be converted by the postmaster into stamps, 
which should be handed to the sender to affix to the form in the proper 
place. Stamps of the highest suitable denomination must always be used, 
so that the smallest number of stamps possible may be affixed to each 
telegram. 

Note. — P ayment on State telegiums should be made by means of service postage stamps, by 
impressions of a licensed franking machine, or in cash. 
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(2) Reply telegram forms may also be accepted in payment for tele- 
grams. A reply telegram form only covers the charge up to its value. 
Words over and above must be paid for, and the amount attached in 
stamps to the telegram. The acceptance of more than one reply telegram 
form in payment of one telegram is allowable, but the acceptance of one 
such form in payment of more than one telegram is not allowable. 

(3) No reply telegram form can be accepted unless presented within two 
months from date of issue. A reply telegram form issued at any telegraph 
office (departmental, combined, or railway) must be accepted at any post; 
office at which it is tendered within the prescribed time. 

11. Cancellation before transmission . — (1) When a telegram is cancelled 
at the request of the sender (see Post and Telegraph Guide-Clause 400), 
the word cancelled must be written across it and signed by the sender, or, 
xf the request to cancel b§ made by letter, the letter must be attached to 
the telegram. 

(2) If the stamps on the telegram have not been obliterated, the charges 
paid, whether in cash or stamps, less a fee of four annas, should be returned 
to the sender, any stamps supplied by the office being replaced in the 
imprest. The message so cancelled, with stamps to the value of four annas 
affixed to it and defaced by the date-stamp, should be included in the 
register of telegrams and treated according to the instructions given in 
rule 17. 

(3) If the stamps have been obliterated but the telegram has not been 
despatched to a telegraph office, the application for cancellation as well as 
the message with the remark “Cancelled” should be sent to the telegraph 
office which will refund the cost of the telegram, less a fee of four annas. 

12. Damaged stamps not to be accepted . — Postage stamps which have 
been obliterated, defaced, torn, cut or otherwise rendered imperfect, or 
which have any word, letter, figure, or design written, printed, or impressed 
upon them otherwise than by the authority of Government before being 
affixed or which have been cut or otherwise separated from embossed 
envelopes, postcards or wrappers, cannot be recognised in payment of 
charges on telegrams. The postmaster will be held responsible for the 
careful examination of stamps affixed to telegrams by senders. 

Noras.-- The perforation of postage stamps with initials or other identifying marks traced in 
minute holes is not prohibited. 

13. Mode of affixing stamps. — Stamps should invariably be affixed by 
the sender in the space provided on the front of the form on which the 
telegram is written and none on the back unless the space is insufficient. 
If the telegram is not written on Form A, the stamp should be affixed to 
the blank form to which the paper containing the telegram is pasted. 

14. Preparation of receipt for sender.— The postmaster should make the 
following entries in the receipt (Form A. R.), viz. : — 

(a) Monthly No. (taken from the register of telegrams), 

(b) Amount charged, 

(c) Initials of the postmaster granting the receipt, 
and then impress it with the date-stamp of the office. 

Nom— When a telegram is paid for by a reply telegram form, the receipt (Form A. R.} should 
be enfaced —Reply telegram foim fo 1 R& paid for at (name of office of origin and initials 

of Railway, if any). Raid for excess words (if any ) Rs. 

15. Entries in telegram form. — The postmaster should make the follow- 
ing entries in the telegram form, viz. : — 

(a) Class Prefix. 


g2 
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(5) Monthly No., as entered on the receipt (Form A.R.). He should 
see that the stamps are securely affixed to the form and then 
impress the date-stamp on each stamp. Large size stamps of 
Rs. 2 and over should be defaced in such a manner that part of 
the impression appears on the form but the major portion on 
the stamp. In addition to the defacement with the date-stamp 
of the office, each stamp of the value of one rupee and upwards 
affixed to telegrams should be defaced by two lines drawn in 
ink crosswise (x) over each stamp with a broad-pointed pen. 

16. Entries in register of telegrams . — (1) Particulars of telegrams 

tendered for transmission should be entered al once in the register of tele- 
grams (Form Ms. -52), viz.: — 

(a) Date. 

( b ) No. — (All telegrams should be numbered in a consecutive series, 

commencing from the 1st of each month). 

(c) Name of telegraph office to which the telegram is addressed. 

( d ) Amount charged. 

(e) Remarks. 

The registers of sub and branch post offices should, on the first day of 
the month following that for which they are kept, be forwarded in original, 
with the daily account, to the head office direct, ur, in the case of branch 
offices in account with sub-offices, through the sub-office (a note being made 
in the spacei for remarks in the daily account). The registers received from 
the sub and branch offices should be filed in the head office, together with 
the register kept in the head office, if it is not a combined office. 

(2) From these registers, the postmaster of the head office should, as 
soon as possible after the 31st March of each year, prepare a statement 
showing: — 

(а) the names of post offices other than combined offices (so far as 

the head office and its sub and branch offices are concerned) 
at which telegrams were booked during the past year, 

(б) the total number of telegrams booked at each office, and 

(c) the total amount realised at each office on telegrams booked. 

The statement should be totalled and submitted without delay to the 
Head of the Circle. The registers should not be destroyed till they are 18 
months old. 

17. Despatch of telegrams . — (1) The telegrams should be entered in a list 
of telegrams (Form Ms.-53), containing the No. and office of destination of, 
and the value of stamps affixed to, each telegram, and should be placed, 
together with the list, in a telegraph envelope (Form Ms. -54), addressed to 
the telegraph office. The telegraph envelope should be forwarded as a 
seivice registered letter to the post office situated at the telegraph station; 
but if the despatch of the telegraph envelope as an ordinary service 
registered letter is likely to cause delay in the disposal of the telegrams— 
for instance, if the mail is timed to arrive at night or long before the hour 
of delivery, — at a post office at a telegraph station, the service registered 
envelope should be placed in a telegraph bag which should be sent loose, 
and treated as an unusual mail. 

(2) When a telegraph bag is used in accordance with the preceding 
paragraph, the service registered envelope enclosed in it should be advised 
in the registered list which accompanies other registered letters, but a note 
should be made at the foot of the registered list explaining that the tele- 
graph envelope has been sent separately in a telegraph bag. 
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(3) Telegraph envelopes addressed to telegraph offices at places where 
'there is no post office must always be enclosed in telegraph bags. 

18 . Telegraph offices to which telegrams are to he sent hy post . — Every 
post office referred to in rule 1 will be supplied by the Superintendent, or 
by the Head of the Circle, if the post office be a first class head office, with 
a memorandum of instructions, showing the telegraph office or offices to 
which it should transmit telegrams, ana specifying by what despatches of 
mails telegrams should be forwarded, and whether the telegraph envelopes 
should be sent in the registered bag or in a telegraph bag. 

19 . Delivery of telegrams to telegraph office . — In the post office of receipt 
when the mails are opened for delivery, the telegraph envelope should be 
made over to the postman for delivery at the telegraph office. The telegraph 
office will, after comparing the contents of the envelope with the enclosed 
list, stamp the list and return it to the postman, who will take it back to 
the post office where it should be filed with the registered list in which it 
is noted. When a telegraph bag is received, it should be opened at once 
without reference to the fixed hours for delivery and arrangements should 
be made for the immediate delivery of the telegraph envelope at the 
telegraph office where the list enclosed in the envelope will be stamped 
and returned to the messsenger. 

Note 1. — -If a telegram is tendered at a post office situated at a telegraph station, it should be 
placed with the usual list in a telegraph envelope, and delivered at the telegraph office at the next 
delivery. 

Note 2.— In railway telegraph offices, which are not supplied with date-stamps, the list will be 
signed and dated by the offioer-in-charge. 

20. Remarks made on list of telegrams . — If any error be detected in a list 
of telegrams,— for example, if insufficient stamps be affixed to a telegram 
(in which case the undercharges are recovered from the addressee), or if ^ 
telegram invoiced in the list be not received, or if a No. be wrongly quoted 
or be not in the consecutive series, — the telegraph office will note the irre- 
gularity on the back of the list. If any remarks are made by the telegraph 
office on a list of telegrams, a copy of such remarks should be sent by first 
mail by the local post office to the post office from which the list was 
received. 

21. Obligation of secrecy.— All Post Office officials entrusted with tele- 
graph work are Telegraph Officers under Indian Telegraph Act , 1885 (.XIII 
of 1885 ). Under this Act, violation of secrecy in respect to telegrams 
renders them liable to fine, or to imprisonment not exceeding three years, 
or to both. It is a violation of secrecy to mention that a message has been 
■despatched by any particular person or firm. 
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APPENDIX IL 

H olding of cash certificates in fiduciary capacity. 

[Referred to %n rule 5$ 5- A.] 

List op Officers who can hold Cash Certificates in fiduciary capacity. 

(I). The Government Officers named below are authorised to hold Cash 
ertificates in fiduciary capacity by the name of the office — 

(a) Civil Officers . 

1. Secretary to a Local Government. 

2. Secretaries to Boards of Revenue. 

3. Commissioners of Divisions. 

4. Revenue Commissioners, Orissa. 

5. InBpectors-General of Police. 

6. Inspectors-General of Prisons. 

7. Inspectors-General of Ci\il Hospitals. 

8. Inspectors-General of registration, Sind 

9. Commissioners of Excise. 

10. Superintending Engineers, 
llv Superintending Architects. 

12. District and Sessions Judges. 

13. District Officers in charge of Districts in British India. 

14. District Magistrates. 

15. Civil Surgeons. 

16. District Superintendents of Police. 

17. Superintendents of JTails. 

18. Political Officers accredited to Indian Slates. 

19. Political Agents, North and South Waziristan. 

20. Political Officers of Balipara and Sadiya Frontier Tracts*. 

21. Judicial Officer, Mhow. 

22. Judicial Commissioner, Chota Nagpur. 

23. Divisional or District Forest Officers. 

24. Superintendents, CanalB. 

25. Superintendent, General Hospital, Cuttack. 

26. Deputy Commissioners. 

27. Deputy Inspectors-General of Police. 

28. Accountants-General. 

29. Administrators-General. 

30. Directors of Public Instructions. 

31. Director of Health and Prison Services, Cuttack. 

32. Directors of Industries. 

33. Deputy Director of Agriculture, Sorda Circle, Lucknow. 

34. Deputy Director of Agriculture, Bundelkhand Circle, Jhansk 

35. District Registrars in Sind. 
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30. Registrars, High Courts (or any Gazetted Officers of a High Court 
on behalf of the Registrar). 

37. Registrars, Presidency Courts of Small Causes. 

38. Administrative Officer and Harbour Engineer-in-Chief, Cochin 

Harbour, Ernakulam. 

39. Commandant, Kurram Militia. 

40. Commandant, Tochi Scouts. 

41. Commandant, South Waziristan Scouts. 

42. Commandant, Chitral Scouts. 

43. Chief Medical Officer in Rajputana, A j mere. 

44. Superintendent, Torai and Bhabhor Government Estates. 

46. Agricultural Engineer to the Government of the United Provinces, 
Cawnpore. 

46. President, Court of Wards, United Provinces. 

47. * * * * 

48. Conservators of Forests. 

49. Secretary, Rajputana Indian Soldiers Board, Mount Abu. 

60. Presiding Officers of Civil and Criminal Courts. 

61. Civil Judges. 

62. Treasury Officers. r 

-63. Superintendents, Government Printing and Stationery. 

64. Superintendent of Sanskrit Schools, (Madras). 

65. Inspectors of Schools or District Educational Officers. 

66. Inspectors of Girls Schools. 

57. Superintendent of Stamps, Bombay. 

58. The Prothonotary and Senior Master, High Court, Bombay. 

69. Official Receivers of Courts. 

60. Registrars, .Judicial Commissioners' Courts. 

61. The Mamlatdar of Chikhli, District Surat. 

*62. Munsiffs. 

63. Sub-Divisional Officers. 

64. Deputy Director of Agriculture (Cinchona). 

*65. Assistant Judges in Hyderabad (Sind) District. 

66. Assistant Director of Industries and Warden of Weights and 

Measures, Sind. 

67. Assistant Inspector-General of Police, United Provinces. 

68. Official Trustees. 

‘69. Official Assignees. 

To. Executive Engineers. 

71. District Engineer, Garhwal. 

72. Chief Account Officer of Excise, Bombay. 

73. Chief Accountant, Pykara Electricity Systems, Coimbatore. 

“74. Chief Accountant, Mettur Electricity System. 

75. Electrical Engineers. 
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76. The Home Inspector of Police, Satara. 

77. Treasurer, Charitable Endowments, United Provinces. 

78. Registrars of Co-operative Societies. 

79. Paymaster, Carnatic stipends. 

80. The Commissioners for Workmen’s Compensation. 

81. The Special Officer and Protector of Emigrants, Madras. 

82. Nazirs of District, First Class and Judicial Commissioners’ Courts* 

83. Deputy Nazirs. 

84. Commandant and District Superintendent of Police, Port Blair. 

86. Engineer and Harbour Master, Port Blair. 

86. Supply Officer, Port Blair. 

87. Chief Forest Officer, Port Blair. 

88. The Commandants of Assam Rifles. 

89. The Directors of Public Information. 

90. The Commissioners of Police. 

91. Chief Engineers to Local Governments. 

92. Government Architects. 

93. Principals of Government Colleges, and Headmasters of Government 

Schools. 

94. Surgeons General with Local Governments. 

95. Military Secretaries to Their Excellencies the Governors 

96. Secretaries to Their Excellencies the Governors. 

97. Directors of Agriculture. 

98. Directors of Public Health. 

99. Secretaries to Local Legislatures. 

100. Principal Police Training College, Sardah. 

101. Commandant, Eastern Frontier Rifles (Bengal Battalion), Dacca* 

102. Revenue Officer, Damodar Canal Revenue Division. 

103. Circle Officer, Canal Revenue Division, Midnapore. 

104. The Principal, Medical College, Calcutta. 

105. The Director, School of Tropical Medicine, Calcutta. 

106. Superintendent of Cinchona Cultivation, Bengal. 

107. Superintendent of Royal Veterinary College, Calcutta. 

108. Chief Engineer, Public Health Department, Bengal. 

109. Commandant, Frontier Constabulary, North West Frontier* 

Province. 

110. District Officers, Frontier Constabulary, North West Frontier 

Province. 

(b) Military Officers . 

1. A King’s Commissioned Officer. 

2. An Indian Commissioned Officer. 

3. A Civilian Gazetted Officer in Military employ. 

4. A Controller of Military Accounts*. 
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5. A Royal Air Force Officer. 

6. An Officer of the Indian Air Force. 

7. A Civilian Gazetted Officer in Air Force employ. 

8. The Controller of Accounts, Air Forces. 

(II). The Officers of the Indian States named below are authorised to 
*hold Cash Certificates in fiduciary capacity by the name of the office : — 

1. District Judge, Bahawalnagar. 

2. District Judge, Bahawalpur. 

3. District Judge, Rahimyar Khan. 

4. Minister, Khairpur State. 

5. Minister, Tripura State. 

■6. Chief Minister, Mandi State. 

7. Revenue Minister, Mandi State. 

8. Home Minister, Mandi State. 

5. Private Secretary, Mandi State. 

10. Chief Revenue Officer, Mandi State. 

11. Accountant-General, Mandi State. 

12. Chief Secretary, Faridkot State. 

13. Accountant-General, Kashmir Government. 

14. Inspector-General, Customs and Excise, Kashmir Government. 

*15. Registrar, Co-operative Societies, Kashmir Government. 

16. Chief Conservator of Forests, Kashmir Government. 

17. Chief Engineer, Public Works Department, Kashmir Government. 

18. Chief Engineer, Electrical Department, Kashmir Government. 

19. Vice-President of the State Council, Cooch Behar Durbar. 

20. President, Manipur State Durbar. 

21. Finance Minister, Government of Jodhpur. 

22. Dewan, Jaisalmer State, Jaisalmer. 

23. The Accountant-General, Jaisalmer. 

24. The Kamdar, Sri Mohangarh, Jaisalmer. 

25. District and Sessions Judge, Sehore. 

26. Administrator, Bastar State. 

27. The Prime Minister, Holkar State. 

28. The Huzur Khazanchi, Holkar State. 

29. The Superintendent, Inams and Jagirs, Holkar State. 

30. The Legal Remembrancer, Holkar State. 

31. The Director, School Education, Holkar State. 

32. Household Officer in Charge, Religious Endowments and Charit- 

able Department, Holkar State. 

33. Dewan, Dhar. 

34. Revenue Commissioner, Kotah 

35. Controller of Accounts, Kotah. 

.36. Inspector General of Police, Kotah, 
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37. Superintendent of Customs and Excise, Kotah 

38. Officer-in-Oharge, Home Department, Kotah. 

39. Accountant-General, Alwar. 

40. Treasury Officer, Alwar. 

41. Assistant Administrator, Fudukotah State, Fudukotah. 

42. Dewan Peishkar— Fudukotah State, Fudukotah. 

43. The Dewan of Travancore. 

44. The Secretary to the Government of Cochin. 

46. The Dewan of Mysore. 

46. The Comptroller to the Government of Mysore. 

47. Sadrul Maham of Revenue, Hyderabad State. 

48. Finance Member, Hyderabad State. 

49. Revenue Secretary, Hyderabad State. 

60. Excise Commissioner, Hyderabad State. 

*61. Dewan, Khairagarh State. 

52. The Judge of the Sadar Court, Junagadh. 

63. Member in charge of the Education Department, Cooch Rehar 
State. 

TII). Other Miscellaneous Officers named below are also authorised to 
i Cash Certificates in fiduciary capacity by the name of the office: — 

1. The Commissioner, Federated Shan States, Taunggyi. 

2. The Superintendent, Northern Shan States, Lashio. 

3. The Assistant Superintendents in charge of Sub-Divisions in the 

Federated Shan States. 

4. The Backward Class Officer, Bombay Presidency. 

t5. The Managers of Criminal Tribes Settlements in Bombay where 
such Managers are Government servants. 

6. * * * * 


*The concession should not be held to cover the investment of funds of 
State in Post Office Cash Certificates, which would be limited to- 
10 , 000 . 

■If the Managers be not Government officers they may be permitted to 
i only Cash Certificates in a fiduciary capacity up to a limit of Rs. 10,000 
behalf of each individual Settler, in accordance with the Criminal 
Des Rules framed by the Government of Bombay. 
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This index has been compiled solely j or the purpose of assisting reference. No expression used 
in it should be considered in any way as interpreting the rules. 
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Rules. 


Abstracts of daily totals of money orders issued — 

Preparation and submission of — . . . . . . • 306 

Abstracts of daily totals of money orders paid — 

Preparation and submission of — 306 


Abstracts of payments — 

Submission of — of Indian postal orders to Audit office — . . ♦ 402/27 

Abstracts of payments of British or Irish postal orders — 

Submission to the Audit office of — 402 


Accident — 

Treatment of air mails in case of — to an aeroplane . 

Aecount(s) — 

Adjustment of — of postage with village postmen . 

Money order — to be adjusted before close of office . 

Of postage with planters and others ..*»••• 
Of postage with postmen and window delivery clerk . 

Opening of — for deposit of the amounts of compassionate gratuity sanc- 
tioned by a Provincial Government 

Responsibility for — , cash, etc., in sub-offices 

Supervision by postmaster of — of subordinate offices 


53-A 

72b 

274 
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124 

431/1 

658 

576 


Account bag(s) — 

Closing and labelling of — and their custody in sub-offices . , 

Closing of — on Sundays and P. O. holidays and disposal of those receiv- 
ed on those days 

Contents of — 

Contents of — for head office 

Despatch in — from a sub-office of articles on which postage is due 

Despatch of — inside mail bags 

Despatch of — on Sundays and P. O. holidays • • » . , 

Disposal of — in office of delivery 

Inclusion in — of unpaid articles for despatch 

Inclusion of cash bags in — and the custody of — in sub-offices . 
Inclusion of combined office message draft for Telegraph Check Office in — 

Mode of closing and sealing — in head offices, and documents and bags to 

be included in them , 

Opening of — in sub-offices and examination of contents • , , 

Opening of — on Sundays and P. 0. holidays . * 

Procedure relating to opening of — in head offices . • • • 

Receipt and disposal of loose — . . 


615 


591 

613 
80 
91 

601 

106 

141 

614 
15 

601 

602 
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Account bundle — 

Returns constituting the — for submission by head offices to Audit office 29 

Account envelope(s) — 

Use of — for despatch of account bundles 29 


Account item(s) — 

Check in head office of — with entries i n appropriate records or documents 619 

Mode of adjustment of an incorrect — in s.-o. daily account, the error being 
communicated in s.-o. slip 628 

Accounts office(s) — 

Check of remittances between — and its subordinate offices • • 583 

Relations of sub and branch offices to their - — 578 

Short receipt in — of \ cuchers from subordinate offices . • • 579 


Account period — 

Dates included in — for money order transactions . . . • 

Dates of — for money order transactions of sub-offices to be intimated to 
Audit office . . • 

Acknowledgment(s) — 

Cases in which — may be retained by payees of money orders • . 

Delivery of inward — for foreign articles * 

Delivery to depositors of Accountant-General’s — for Government 
securities tendeied for safe custody 

Discharge of Accountant-General’s — for cssh certificates at branch 
offices 


Disposal by head offices of — for pass-books delivered to s. b. depositors 

Disposal of t. m. o. — . . . . . . 

Disposal by sub-offices of — for pass-books delivered to depositors 

Disposal of Accountant-General’s — for Government securities tendered 
foT sale 

Disposal of — for money orders advised by Ceylon, Portuguese India 
and Convention Indian States 

Disposal of — for registered articles 

Disposal of — for t. m. os. unpaid 

Disposal of — unsigned by the addressee 

Disposal of payee’s — of money orders 

Exchange of — of certificates in cusdody for cash certificates 

For insured articles, inland or foreign 

Issue and disposal of provisional receipts for Accountant-General’s for 

cash certificates surrendered ....... 

Money order clerk to see that — are attached to all money orders paid by 
village postmen and branch offices ...... 

Partial payment of Accountant-General’s — for cash certificates in cus- 
tody 

Payment in the United Kingdom of cash certificates represented by 
Accountant-General’s — 

Paymentof Accountant-General’s — - for cash certificates at offices where 
they are lot registered 

Paymentoi cash certificates represented by Accountant-General's . 
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Ao3mowIedgment(s) — contd. 

Preparation and disposal by sub-offices of — for deposits in s. b. accounts 
open there 

Preparation and disposal of remittance — 

Freparation of — in respect of insured or inward foreign registered articles 

Preparation of t. m. o. — . . . , • . . # 

Procedure in case of refusal of the addressee to sign an — • 

Procedure relating to change of name of holders of Accountant-Gene- 
ral's — 

Procedure to be followed in connection with delivery of Account- 
ant-General's — for Government securities held in custody 

Prohibition against payment of Accountant-General’s — for cash certi- 
ficates without previous verification by offices of registration . 

Receipt and disposal of Accountant-General’s — tendered by depo- 
sitors for delivery of Government securities (Government promis- 
sory notes or Stock certificates) out of custody . 

Receipt and disposal of — relating to money orders advised to Ceylon, 
Portuguese India and Convention Indian States .... 

Receipt of Government securities purchased by Accountant-General 
or his — and entries relating to the transaction .... 

Relating to — articles delivered by postmen 

Return of — for registered articles delivered 

Return of signed — for articles delivered by village postmen 

Signature or impression on and disposal of — for insured articles . 

Special lules relating to the disposal of — for money orders issued in 
favour of officers of Government, etc 

Transfer of Accountant-General’s — for cash certificates from one holder 
to another and from one class to another ..... 

Tiansfer of Accountant-General’s — for cash certificates from one office 
to another 

Transmission of — for registered articles 
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Acquittance roll(s) — 

Disposal of — relating to pay 665 

Filing of — and other documents returned by Head of the Circle . 55 

Prohibition against sub-postmaster signing — and receipts for pay dis- 
bursed to postmen, etc. 664 

Submission of — to Head of the Circle 64 

Treatment of — of travelling allowances 668 

Address — 

Enquiry by postmen about changed — of addressee of an undeliverable 

article . 701 

Noting of the — on a postal article 697 

Prohibition against supply of — of a person 17 

Addressees’ receipt(s) — 

See" Recaiote’*- 
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Advance(s) — 

Amounts charged to unclassified payments to be treated as — recoverable 579 

s 

Advertisement — 

Prohibition against distribution of — on behalf of the public . * 8 

Advice — 

Preparation and disposal of remittance — 28 

Advices of payment — 

Action to be taken when — are required by remitters of outward 

foreign money orders 315 

Disposal of — for inward foreign money orders 319 

Disposal of — for inward foreign t. m. os 364 

Procedure to be followed when — are required for outward foreign t. m. 

os 362 

Advice of transfer — 

Disposal of — and application for transfer by head office to which an 

s.-b. account is transferred 465 

Disposal of — and application for transfer by the sub -office to which an 
s.-b., account is transferred when the transferring head office is not the 
head office of account 472 

Preparation and issue of — by head offices from which an s. b. account is 

transferred to another head office and documents to be sent with them 464 

Special entries to be made in slips attached to — of s. b. accounts of 
depositors who have applied for purchase of Government securities 519 

Agent(s) — 

Declaration by — for female depositors 416 

Agreement(s) — 

Beceipt in head office of — signed by senders of parcels with charges pre- 
paid 627 

Agreement(s) of indemnity — 

Execution of — in respect of money orders paid to minors and stamp 
duty payable on it 707 


Air mail(s) — 

Disposal of — articles 75(2) 

— Money orders (inland). Issue and payment of — . . . . 276-A 

— Money orders (foreign). Issue and payment of — ... * 322-A 

Packing and transmission of — bundles or bags 88 (2) 

Treatment of — in case of accident to an aeroplane .... 53 -A 

Air mail money order(s) — 

Distinguishing letters to be placed before Nos. of — . . . 236 

Issue and payment of inland — 276-A 

Alteration — 

Compliance with request of senders of v.-p. articles for — of amount for 
remittance 210, 222 


Enquiry in the case of suspicious — or erasure of any of the entries in the 
receipt of a parcel 
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Army — 

Redirection of correspondence for — 

Articles for officers of H. M.’s Royal Navy — 
See 44 Non-dutiable articles 


Attachment — 

Of cash certificates by Civil or other court 

Of money at credit of s. b. accounts by Civil or other courts 

Of money orders by Civil courts 


Attendance — 

Punctuality in — of all officials at office . 

Attestation — 

Of parcel lists 

Of postage charged on official articles 

Postal officials authorised to make — of consent and objection state- 
ments of relations of deceased holders of cash certificates 

Postal officials authorised to make — of statements of consent and objec- 
tion from relatives of deceased s. b. depositors .... 

Audit offiee(s) — 

For the different Circles and mode of distinguishing them • , 

Mode of submission of returns and documents by head offices to — 

Unserviceable envelopes, etc., the values of which are to be written off, 
to be sent to — with the schedule of unclassified payments 


B 


Badge(s) — 

To be worn by postmen when on duty 

Bag(s) — 

Articles to be carried in village postmen’s — ..... 

Contents of mail — for D. L. 0 

Custody in mail department of — which cannot be disposed of at once. 
Delivery of mail — to mail clerk at night and custody of such bags 
Despatch of account and b. o. — inside mail bags .... 
Despatch of packet — 

Disposal by head office at headquarters of registered or parcel for 

D. L. O. received from other head offices 

Disposal of account, cash and b. o. — in the office of delivery . , 

Disposal of b. o. — received in account office 

Disposal of b. o. — the contents of which are to be sorted at night • 

Disposal of combined mail and packet — received in a post office 
Disposal of contents of combined mail — from D. L. Os. 

Disposal of insured — received in mail bags 

Disposal of parcel and packet — received in a post office . 

Disposal of registered — in the office of delivery .... 


Rules. 

132 


573 

507 

297 


43 


160 

116 

567 

503 

237 

29 

44 


693 


19 

92 

65 

56 

91 

68 

179 
106 
65 
79 
65 
81 
107 
65 
1 05 




205 


INDEX. 

Bulbs. 


Bag(s)~ contd. 

Disposal of sorting bundles received in combined mail — • . « 79' 

Disposal of sorting and station mail — received in a post office . , 65 

Disposal of telegraph — recei-v ed in a post office 65 

Disposal of unregistered sorting articles received in b. o. — . . 79 

Examination by postmaster of insured — received .... 197 

Opening of sorting mail — and disposal of contents .... 78 

Preparation and closing of transit — 70 

Prohibition against letting runners have knowledge of contents of — . 94 

Receipt by mail clerk of — from different departments for despatch . 67 

Receipts for — transferred to be taken on the mail lists ... 65 

Receipt of parcel — from parcel department and despatch either loose or 

in transit bags 68 

Receipt of registered and parcel — 157 

Responsibility of sorting clerk for correct preparation of mail — . 89 

Use of reversible — in exchanges with D. L. O. . . • • . 147 

Balance(s) — 

Action to be taken on ii regularities in connection with sub-office — 638 

Instructions relating to the examination by head office of — held by 

subordinate offices 632 

Verification of daily — of office in cash, stamps, etc., by sub postmaster 659 

Bank payment — 

— of Indian postal orders 402/14 

Banks — 


List of authorised to encash crossed postal orders . . . 393, 402/19, 

Appx. O(o). 

Baroda Army — 

Payment of s. b. 'accounts of deserters from — 506 

Beat instruction register — 

Maintenance of — in a post office 102 

Beat list (s) — 

Maintenance of — for town postmen 102 

Beat map — 

Supply^of — to’a village postman 5 

Blank form(s) — 

Responsibility of postmaster for custody and examination of — received, 

and disposal of defective ones 22 

Boat(s) — 

Conveyance of mails on — 
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8. O. bag(s) — 

Glasses of articles to be enclosed in — and manner of dosing and labelling 

the bags 

Closing and opening of — on Sundays and Post Office holidays • . 

Closing of cash bags for inclusion in — and the kind of seal to be used in 

this connection . 

Contents of — despatched to branch offices . 

Contents of — received from branch offices ..... 

Despatch of — inside mail bags 

Despatch of insured articles in — 

Disposal of — by delivery department of the account office 

Disposal of — -in the office of delivery 

Disposal of the contents of — 

Disposal of — the contents of which are to be sorted at night 
Disposal of unregistered sorting articles received in — 

Opening of — and examination and disposal of contents 

Beceipt and disposal of — by mail department 


B. O. daily aceount(s) — 

Applications for window delivery tickets to be forwarded to head office 
entered in — 

Disposal of sealed bag containing — and its accompaniments . 

Entry of amount of postage charged on unpaid articles in branch offices 
in — 

Examination of — in head offices and their disposal .... 

Examination of — to see that correct amounts have been realised on 
delivery of v. -p. articles 

Inclusion of — in b. o. bags closed by branch offices .... 

Instructions regarding examination of — by sub-postmaster . . 

Instructions relating to the check and record of — 

Non-receipt or short receipt of remittances advised in — . , . 

Beceipt for registered articles received from branch offices to be taken 
on — 

Bonds of indemnity — 

See “ Indemnity 


Book of addressees’ instructions — 

Maintenance by the deposit clerk of — 

Use of — for keeping Beat Instruction Begister 

Books of b. o. receipts — 

Calling in of — when a sub-office is converted into a branch office • 
Book of m. o. receipts — 

Powers of the Head of the Circle to supply to head offices — containing 
Nos. beyond usual limit 

Treatment of — found defective in numbering of receipts and calling in 
of — when a sub-office is converted into a branch office . 


638 

2 

663 
635 
632 
91 
67 
10 
106 
643 
65 , 79 
79 
640 
65 , 67 


100 

79 

118 

632 

644 

639 
577 
642 

640 

157 


133 

102 

22 


244 

22 
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Rules* 

Book(s) of receipts — 

Examination of — supplied to mail peons ...... 175 

Supply of — to village postmen 721 

Book(s) of receipts for intimations and notices delivered — 

Entry, or intimations for delivery of v.-p. articles exceeding prescribed 

limit of value in postmen’s — ....... 222 

Examination of postmen’s — 205, 223, 262 

Maintenance by postmen of — and entries to be made therein . . 700, 701 

Pasting in — of receipts for intimations regarding v.-p. articles not taken 

delivery of at once 230, 701 

Signature of the addressee of an insured article or of his messenger in 

the — 202, 203 

Book transfer — 

Money orders paid by — 268 

B. O. slip(s) — 

Communication to branch office of errors and irregularities in — . . 646 

Despatch from sub-office of window delivery tickets entered in — . 100 

Entry of the weight of cash bags on — 27, 636« 

Examination of — in connection with v.-p. articles .... 210 

Preparation and preservation of a copy of each — in account office and 

entries to be made in it 637 

To be always enclosed in b. o. bags 635 

B. O. summary — 

Daily totals of money orders paid by branch offices (including village 
postmen! in account with head office to be entered in — . . . 273 

Entries in — of remittances received and of postage and cash in transit 
between the account office and its branch offices .... 648 

Entry in — of amounts of m. os. paid by village postmen or brought 

back by them as unpaid . • • 655 

Entry in — of articles for delivery or money orders for payment by village 

postmen 7X7 

Entry of b. o. transactions in. — ■ ....... 647 

Examination of — in connection with v.-p. articles .... 219 

Inclusion in — of the correct amount in case an error or irregularity is 

noticed in b. o. account 646 

Instructions regarding examination of — by sub -postmaster and entry 
in it of amounts in cash in transit between the sub-office and branch 
office 677 

Maintenance of — in account office and entries to be made in it . . 578, 579 

Recording by postmaster on — of his orders when insured articles of ag- 
gregate value gieater than the prescribed one aro given out to a single 
village postman for delivery I97 

To be always written in English 36 

B. O. transactions — 

Entry of — in B. O. summary ........ 647 

Branch office (a) — 

Delivery of telegrams by post from 


112 
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INDEX. 


Branch office (s) — contd. 

Delivery of v.-p. articles from — 

Deposits in s. b. accounts in — 

Discharge of cash certificates at — 

Disposal of Indian postal orders presented for payment at — 

Disposal of telegraphic advices and receipts and acknowledgments'#: 

t. m. os. payable at — 

Disposal of money orders received from — for issue . 

Disposal of receipts and cash collected from addressees of v.-p. article? 
delivered from — or by village postmen .... 

Disposal of registered articles and parcels for delivery from — . 

Entry in b. o. summary of remittances received from — » 

Examination and disposal of British postal orders presented for pay 

ment at — . 

Examination of foreign money orders presented for issue or issued 

from — 

Instructions to holders for Irish postal orders presented for payment 

at — 

Issue of v.-p. money orders in respect of articles delivered at — . 
Making up of mails for — . 

Mode of sending remittances to — ♦ 

Preparation of receipts for v.-p. articles for delivery from — 

Preparation of v.-p. money order forms in respect of articles delivered by 
— and disposal of m. o. forms received from — . 

Procedure relating to s. b. accounts closed at— . , 

Procedure relating to s. b. accounts opened at — . 

Receipt of articles for delivery from — - and grant of receipts respecting 
them 

Reservation of a separate compartment in sorting case for — # 

Treatment of book of receipts on conversion or abolition of a — . 
Treatment of inland t. m. os. received from — for issue 
Treatment of insured articles intended for delivery from — • 

Treatment of insured articles posted at — 

Treatment of registered articles of the letter mail and parcels posted at — 
Treatment of v.-p. articles posted at — . 

Withdrawals from s. b. accounts at — 

Branch office serial Nos. — 

Check in account office of — 


British Legation at Nepal — 

Payment of s* b. balances to heirs of deceased depositors through the 


British postal order(s) — 

Acceptance of crossed — for s. b. deposits 
Accounting of — sold by sub-offices authorised to hold stock 
Action to be taken in cases of loss or theft of unsold — 
Applications regarding miscarriage, loss or destruction of — 


Rules. 

224 1 

455 
552 

402 / 23/1 

347 

247 

226 

181 

648 

398 . 

313 

398 

277 

86 

636 

221 

227 

457 

454 

635 

83 

645 

336 

206 

199 

177 

212 

456 


646 


503/2 


409 

380 

84 

390 
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INDEX. 


"British postal order(s) — contd. 

Bearing postage stamps in enhancement of value 

Cases in which , the authority tinder which, defective — may be paid 

Cases in which the orders of Head of the Circle should be obtained 
for payment of — 

Conditions for sale, payment, etc., of — 

Despatch of — to branch offices 

Disposal of — not sold within one month of receipt by offices not autho- 
rised to hold stock ........ 


Disposal of spoiled — 

Entries of sales of — in journals and stock books 
Examination and disposal of — presented for payment at branch offices 
Examination of — presented for payment . 

List of banks authorised to encash crossed — . 

List of — sold and memo, of unsold orders in head offices . 

Loss of — after payment ....... 

Maintenance in head offices of stock book of — . 

Maimer of obtaining supplies of — by offices converted into stock offices 
Memos, of — and Indian postal orders sold at sub-offices . 

Memos, of unsold — in hand and of orders sold in sub-offices 
Not to be enclosed in account bundles for audit office . 

Offices authorised to hold stock of — for sale and to pay such orders 
Order of payment of — by postmaster ..... 

Payable direct or through hank ...... 

Payment of — the payees of which arc dead or are minors . 

Payment of — to holders 

Payment of crossed — ........ 

Period of currency of — and payment of out-of-date orders 
Receipt in head office of memos, of — sold by a sub-office . 

Receipt of — from Audit office 

Refunds of value of — to purchasers ..... 
Requisitions for — by offices not authorised to hold stock . 

Safe custody of — . 

Sale, etc., of — by offices not authorised to hold stock 
Sale of — by offices authorised to hold stock .... 

Serial Nos. of — in stock to be communicated annually to Audit office by 
head offices 


Supplies by head offices of — to sub -offices authorised to hold stock and 

action to be taken by the latter offices 

Supply, etc., of specimen — to offices not authorised to hold stock 
Supply of — and Indian postal orders to sub-offices . 

Supply of— to money order clerks for sale .... 
Supply of • — to subordinate offices not authorised to hold stock . 

Transfer of — between head offices 

Broadcast Receiver(s) — 

Conditions for issue and renewal of licenses "or — and periods of preser- 
vat ion of records relating to — licenses. .... 


Rules. 

389 
393 

390 
371 
635 


3S5 

378 

380 

398 

390 

393, 402/19, 
Appx. C(6) 

381 

399 

375 
374 
623 

382 
29 

372 

391 
388 
390 

392 

393 

394 
623 
374 

395 

385 
23 

386 

379 

383 

377 

372 
598 

373 

387 

376 
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INDEX. 


Business reply cards and envelopes — 
Buies regarding — • . 


Rules.. 


32/2 


0 


3ard-index — 

Adoption of — system in place of the beat instruction register . * 102 

Sards— 

Identification— , 32/1 


Sare party — 

Delivery of articles addressed to a — . . . . . .110,183, 

703* 

3arrier(s) — 

Delivery of mails to — . 71 

Procedure relating to the despatch of remittances to head offices through 
special— 616 

Treatment of remittances received from branch offices through special — . 641 


)ash — 

Avoidance of unnecessary remittances of — between post offices . 

Credit in s. o. summary of — in transit between head office and its sub- 
offices and between sub-offices in account with the head office . 

Disposal of amounts in — realised from the addressees of v.-p. articles 

delivered 

Disposal of — collections by village postmen 

Drawings and remittances by sub-offices of — from their cash offices . . 

Entry in b. o. summary of — in transit between the account office and 
its branch offices 

For remittance to head office to be enclosed in cash bags . 

Inclusion in cash bags of — for remittance 

Mode of remittance of — through the post 

Payments to payees of money orders or savings bank depositors to be 
made in — or currency notes 

Periodical collection of'surplus — receipts of counter clerks. 

Procedure relating to remittances of — to sub-offices to meet emergencies 
Receipt of undisbursed — brought back by postmen . 

Responsibility for custody of — and other valuable articles in sub-offices . 
Return by village postmen of — received by them for payment of money 

orders 

Safe custody of — 

Supply of — to postmen for payment of money orders 
Supply of — to postmen, village postmen, etc., for payment oft. o*» 
Supply of — to village postmen for payment of money orders . . 

Verification of •— balances of office by sub-postmaster 


681 

630 

22* 
664, 723 
582 

648 

614 

27 

596 

18 

23/1 

584 

266 

658 

724 

23 

258 

3 ^ 

259 

659 
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Cash bag(s)— 

Cash or currency notes for despatch by post from, sub-offices to head office 
in— 


Closing of — in head offices 

[ Disposal of — in the office of receipt • • • • • 

Examination of — and their contents included in b. o. bags 
Examination of contents of — in offices of receipts 
Examination of — in sub-offices ...... 

Exchange of remittances between sub-offices in — 

Instructions relating to remittances of cash, currency notes, postage 

stamps and reply-coupons in — 

Mode of closing and sealing — for inclusion in b. o. bags . . 

Opening and examination of — in head office . . . • 

Procedure relating to the despatch of remittances in —through special 
carriers and examination of the bags in offices of receipt . . 

Remittances in • — from a head office to a sub-office and procedure re- 
lating thereto ......... 

Supply and use of different kinds of — 

Cash balance(s) — 

Receipt by sub-offices of memo, of authorised — and stamp balances 
from Superintendent and responsibility of sub-postmasters to keep 
within the authorised limits 

Dash book — 

Credit in treasurer’s — of remittances received from sub-offices • 
Treasurer’s — .•••••»•• 

'Cash certificate(s) — 

Acceptance of — as security and procedure for their purchase through 
the security deposit account. ....*♦ 

Accounting of money tendered for purchase of — if the certificates cannot 

be issued at once 

Action to be taken if — applied for are not immediately available . 
Action to be taken when cheques presented for purchase of — are dis- 
honoured 

Applications on behalf of and issue of — for minors • • • 

Attachment of — by civil or other courts 

Calculation of interest on excess holding of — • • • • 

Conditions for issue, discharge, etc., of — 

Cheques drawn in rupee currency on banks in India are accepted in 
payment of price of — purchased 

Custody of — 

Discharge in India of — enfaced for payment in the United Kingdom 

Discharge of — at branch offices 

Discharge of — at offices of registration 

Discharge of — held in joint names 

Discharge of — in joint names issued prior to 1st April 1920 
Discharge of — issued prior to 1st April 1926 .... 
Discharge of — of lunatics, minors and ex-minors 

'Discharge of — purchased out of amounts of compensation payable 
under the Workmen's Compensation Act ..... 


614 

601 

106 

640 

596 

602 

590 

27, 28 
636 
613 

616 

584 

27 


677 

629 

660 


566 

546 
536 

540 

541 
573 

547 
531 

540 

534 

565 

552 

547 

550 

550 

547 

549 

551/1 



212 


INDEX. 


Rules* 


Cash certificate^ )—contd. 

Discharge of “ No Interest ,J — . . . . • . • 647 

Disposal by sub -offices of discharged*— ...... 553 

Disposal of applications for * — ....... 537 

Disposal of — not discharged after verification by offices of registration 
within prescribed periods ........ 657 

Disposal of — spoiled before issue 569 

Distribution of supplies of — 532 

Examination, etc., of applications for and issue of — . . . , 536 

Examination, etc., of applications made at branch offices and issue of — . 538 

Exchange of acknowledgments of certificates in custody for — . . 558 

Holding of cash certificates in fiduciary capacity .... 5 35 -A, 


How a Memo, of admission of transfer should be prepared when a — 
is lost in the post office after a fresh certificate has been issued to the 
transferee in Heu of it 

Issue and disposal of provisional receipts for — taken possession of other- 
wise than for immediate payment ....... 

Issue of “ No Interest ** — and their change for interest-bearing certi- 
ficates 

Loss, theft or destruction of — before issue ..... 

Loss, theft or destruction of — of deceased holders .... 

Maintenance of stock of old *— and registers, etc., relating to them 

Partial payment and exchange of • — ...... 

Payment for — purchased 

Payment in the United Kingdom of * — represented by Accountant- 
General^ acknowledgments ........ 

Payment of —at offices where they are not registered. 

Payment of — impressed with date-stamps hearing the inscriptions 
“ War Loan Special Train p. o. — Burma 9 * and u War Loan Tank 
p. o. — Rangoon ** ......... 

Payment of — in custody of Accountant-General .... 

Payment of — - in the United Kingdom 

Payment of — issued at Dhar sub-office in connection with Dhar State 
Lottery of 1917 

Payment of — of British officers and soldiers who die intestate, desert or 
become insane or otherwise mcapable of managing their affairs 

Payment of — of deceased persons and powers of postmasters in the 
matter 

Payment of — without pre\ ious verifications by offices of registration . 

Powers of head postmasters to sanction discharge of — in joint names . 

Procedure relating to change of name of holders of— . 

Procedure to be followed in cases of loss or theft of-— from custody of 
holder and when such certificates are presented for discharge or have 
been paid without verification ....... 

Procedure to he followed m cases where — verified by offices of registra- 
tion are not discharged by holders 

Procedure to be followed where — are paid for by crossed or open 
cheques 


554/1 

559 

543 

571 

567 
556* 
555 

539 

564 

557 

557 

548 

563 

557' 

568 

567 

557 

550 

560' 

572 . 

567 

540 
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Etnas. 

<2ash certificate (s) — concld. 

Procedure to be followed when are reported by the holders to have 

been spoiled , 570 

Prohibition against payment of declarations issued by Audit offices in 

respect of lost — 557 

Purchase of — by Indians living abroad 542/2 

Purchase of — by British soldiers 542 

Purchase or holding of — in fiduciary capacity .... 535-A, 

Appx. H. 

Purchase of — out of amounts of compensation payable under the 

Workmen *$ Compensation Act 542/1 

Signature on applications for purchase of — 535 

Specimen signature slip of holder of — obtained when payment is applied 
for at an office other than the office of issue, to Le signed and date- 
stamped by postmaster of the latter office 557 

•Stock register of — 533 

Submission by head offices to Superintendents of quarterly lists of 
invoices in connection with the supply or transfer of —to other 
head offices or sub-offices 533 

Submission of yearly lists of unsold — ’575 

Transfer of — from one office to another 561 

Transfer of — from one holder to another and from one class to another 

and powers of head postmasters in the matter 562 


— Voucher lists. How to be dealt with — ..... 

Withdrawals from s. b. accounts for purchase of — and relaxation of the 
restriction against more than one withdrawal in a week . 

■Cash office — 

Definition, constitution and functions of — . . . . # 

‘Cash on delivery system — 

Exchange of articles with foreign countries under — and its special 
provisions 

‘Cash receipts — 

Periodical collection of surplus — from counter clerks . • . , 

•Cash safe — 

Custody of key of — in a post office 

Cash seal — 

Use of — in closing cash bags 

Certificate of payment — 

For British or Irish postal orders lost after payment • • • . 

For foreign v.-p. money orders 

Change — 

Post Office has no obligation to pay — . • .... 

‘Changes of address — 

Communication to post office of — and instructions regarding disposal of 
articles 


574/1 

539 

582 

233 

23/1 

21 

27, 601 

399 

280 

702 

133 
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INDEX. 


Rules. 

Character sheet(s) — 

Periods of preservation of — • 25 

Charge(s)— 

Authority of postman to take back an article on which payment of — 

is delayed 702 

Disposal by postmen of the amounts of — realised on postal articles 
delivered •<••••<«•>• 703 

Disposal of agreements signed by senders of parcels with — prepaid . 62T 

Disposal of amounts of — deposited for parcels on which customs duty 
and other — have been prepaid 149 & 150 

Due on ordinary registered parcels made over to postmen for delivery 

should be entered in the parcel abstract 1 55 

Payment of the — realised by postmen from addressees. ... 712 

Check— 

Against delayed submission of combined office message drafts . . 15 

Check-slip — 

Check of the number of unpaid articles received for delivery with that 
entered on the — . 108 

Transfer of — to the bottom of a sorting bundle .... 84 

Cheque(s)— 

Acceptance of — for s. b. deposits 409 

Cases in which — , etc., may be accepted for the amount of inland money 
orders and commission «... 243 

Cash certificates purchased by means of — must he drawn in rupee 
currency on banks in India 540 

Guarantee for cheques accepted in connection with P. & T. transactions . 65-A 

Procedure to be followed when payment for cash certificates is made 
by— 540 

Chief (s)— 

Customs duty on articles for personal use of — .... 11 

Circulars— 

Issued by Heads of Circles . 24 

Period of preservation of D. G.’s — ..... 25- 

Clearance of letter-bosses) — 

Check on— . . * 73 

— (outside) - 732 

On Sundays and P. O. holidays 2 

Closing and sealing of bags — 

To he done only by postmen and packers 94 
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INDEX. 

Rtors. 

'Closure of aceount(s) — 

Action to be taken for — under orders of Head of the Circle or Audit 

office , . 453 

Action to be taken if the pass-book is not forthcoming for — . * 450 

Mode of — ■ in the P. O. savings bank .••••» 450 

Of deceased depositors or depositors incapable of managing their affairs 503 

Of deceased sepoys of the Indian Army or persons subject to the Indian 

Military Law 505 

Of deserters from Baroda Army . 500 

Of officers and soldiers of the British Army who die intestate, desert, or 
become insane or otherwise incapable of managing their affairs . , 504 

Powers of head postmasters in regard to — of deceasod sepoys of the 

Indian Army, etc. 505 

Preparation of memo, of amount paid on — . . . . 450, 451, 457 

Procedure in head offices in respect of — at sub-offices . . . , 451 

'Club(s) — 

Delivery of registered articles to residents at — , . , , 162 

Payment of money orders to residents at hotels, — , etc. . . . 261 

Coin(s) — 

See “ jSTon-dutiable articles ”. 

Combined mail bags — 

Disposal of contents of — from D. L. O. . . . » . • 81 

Disposal of sorting bundles received in — ...... 79 

Combined Post and Telegraph Office(s) — 

Rules relating to — . ..«•«••• Appx E. 

Combined register of cash certificates received, issued and discharged — 

Maintenance by sub-offices of — as stock register .... 533 

• Commander of a vessel — 

Receipts relating to mails conveyed in charge of — • . . * 62 

* Commission — 

Accounting of — charged by banks for encashing crossed cheques 

presented for purchase of cash certificates ..... 540 

Cases in which fresh — is chargeable for redirection of foreign money 
orders and action to be taken in such cases by offices of exchange . 320 

Cases in which inlan d money orders may be issued free of — . . . 243 

Fresh — not leviable for redirection of inland money orders . . . 283 

Manner of payment of second — for alteration of name of payee of 

inland money orders and cases where it should not be charged . . 292 

Not to be charged on s. b. money orders issued by field post offices . . 439 

Refund of — on outward foreign money orders 322 

‘Compassionate gratuity — 

Opening of Savings Bank Accounts for deposit of the amounts of — 
sanctioned by a Provincial Government . . 


431/1 
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'Compensation — 

Special instructions relating to s. b. accounts opened for deposits of 
amounts of — payable under the Workmen's Compensation Act 

Compilation of daily totals of money orders paid — 

Discharge of cash certificates purchased out of amounts of — payable 
under the Workmen's Compensation Act . 

Entries in — 

Purchase of cash certificates out of amounts of — payable under 
the Workmen's Compensation Act 

'Compilation of daily totals of sub-office money order issue journals — 

Entries in — 

•Compilation of daily totals of sub-office money orders paid journals — 

Entries in — 

Complaint(s) — 

Action to be taken on — of fraud in respect of v.-p. articles . * . 

Disposal of — by sub-postmasteis in the selection grades . 

Disposal of written — about malice, fraud or intentional annoyance on 
the part of senders of v.-p. articles ....... 

Examination of contents of mail bags in cases of frequent — about 
missending .......... 

Maintenance of registers of — and submission of statements of — . 

Reference to be made to notices of miscoimection in cases of — relating 
to detention of articles ......... 

Regarding delivery of or payment of v.-p. articles .... 

Submission to Superintendent of — regar ling postage or redirection fee 
charged on inward foreign parcels ....... 

Conjoint account(s) — 

Additional entries in pass-books for — ...... 

Officer competent to authorise the opening of — 

Relaxation of monthly limits for withdrawals from — in connection with 
purchase of cash certificates 

Special entries to be made in advice of transfer of — from one head office 
to another 

Sub-postmasters not authorised to repay deposits from regimental and 
other — 

Withdrawals from — ... 

Contingent charge's) — 

Payment and accounting of — by sub-offices 

Contract(s) — 

Exchange of receipts when mails are conveyed under — 

Convict(s) — 

Special instructions relating to s. b. accounts of — 

Copper — 

Exchange of — for silver 

Corp(s) — 

Redirection of correspondence for — 


RTJIjES. 
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551/1 

273 
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251 

267 

277 

48 

229 

72 

48 

53 

47 

182 

419 

425/1 

535 

464 . 

443 

449 

669 

63 

432 

46 

132 ^ 
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Buses.. 


Court-fee stamp(s) — 

Stock of — in post offices 44 

Court(s) — 

Attachment, etc., of money orders by — 297 

Attachment of cash certificates by Civil or other — . . . . 575 

Attachment of money at credit of s. b. accounts by Civil or other — • 507 

Authorised to order delivery of postal articles, telegrams and money 

orders to persons other than the addressees 17 

Inspection of post office records Tinder orders of — .... 17 


grossed British postal order (s) — 

See “ British postal orders ”. 

Culture(s) — 

Treatment of parcels containing — , etc 17 $ 

Currency — 

Payment of foreign money orders the period of — of which has expired. 321 

Payment of inland money orders whose period of — has expired . . 290 

Period of — of British or Irish postal orders presented for payment . 394 

Period of — of Indian postal orders presented for payment . . . 402/20 

Period of — of inland money orders and their detention in office of 

payment beyond that period 289 

Period of — of orders of Audit office for payment of cash certificates in 

Accountant-General’s custody 548- 

Period of — of warrants of payments for cash certificates for discharge at 

branch offices and disposal of lapsed warrants . .... 552' 

Currency note(s) — 

Change of — or silver 19 

For remittance to head office to be enclosed in cash bags . . . 614 

Inclusion in cash bags of — for remittance 27 

Mode of despatch of — through the post 596- 

Payments to payees of money orders or savings bank depositors to be 

made in cash or — 18 

Special instructions relating to s. b. accounts opened for deposit of values 
of lost Government — and lo&t Government security . . . 430 

Customs authorities — 

Assessment of customs duty by — 11 

Customs duty — 

Assessment of — by customs authorities or post office .... 11 

Delivery of articles on which — is due ..... . 182/1 

Disposal by postmen of the amounts realised by him as — on parcel? 

delivered ........... 703 

Entry of particulars of refused parcels charged with — in the list of parcel 

receipts 191 

Entry of particulars of unclaimed parcels charged with — in the list of 
parcel receipts 190 

Prepayment of — and other charges on parcels for Great Britain and 
Northern Ireland 140 



Rotes, 


Customs duty — contd. 

Prepayment of — and other charges on parcels for Eire (Ireland) . . 150 

Prepayment of — on parcels for Egypt 151 

Procedure to be followed in case of objection to payment of — or on 
production by addressee of an order of customs authorities regarding 
its cancellation or reduction ........ 182 

Rate of — on parcel for Eire (Ireland) 150 

Realisation of — on inward foreign parcels and claims to its drawback, 
reduction, or cancellation ........ 182 

Customs formalities — 

Fee leviable by British Post Office for — on foreign parcels . . . •> 140 

Customs House — ' 

Parcels posted at Imperial post offices in Indian States may bear seal 
impressions of — . . 188 

Customs Tariff — 

Prepayment of customs duty on parcels for Great Britain and Northern 
Ireland according to — of that country 149 

D 

-Daily account(s) — 

Entry in — of the weight of each cash bag 27 

Entry on the reverse of — of receipts for all inward foreign and inland 

parcels charged with customs duty ...... 186 

Invoicing of combined office message drafts in — .... IB 

Particulars of remittances received or sent shown in — received from 

sub-offices 588 

Preparation of — by a sub-office not in daily communication by post 

with its head office and daily verification of cash balance . . . 604 

Statement of extra charges incurred for delivery of heavy parcel mail 
articles to be entered by sub-offices in — . . . . . 165 

See “ S.-O. daily accounts ”. 

Daily journals of cash certificates discharged — 

Submission by sub-offices of — and their examination in head office . 552 

Daily journals of cash certificates issued — 

Submission by sub-offices of — and their examination in head office • 546 

Daily lists of cash certificate transactions — 

Receipt and examination by head office of — . . . * . . 625 

Daily lists of money orders issued — 

See “ Journal of money orders issued 
Daily lists of money orders paid — 

See “ Journal money orders paid ”. 

-Daily sub-office money order journals and documents — 

Receipt and examination by head office of — • . . • . 267, 622 

Damage — 

To an article entrusted to a postman to be brought to the notice of the 
postmaster 
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Rotes*. 

Date- 

Actual — to be considered as the — of surrender of a policy . . . Appx. F., 

Part II, 3 

Date-seal(s) — 

Use of — in place of cash seals in a sub -office ..... 2? 

Dead account(s) — 

Powers of head postmasters in regard to the re-opening of — . . 510 

Procedure in respect of — to be closed at sub and branch offices . . 509* 

Receipt of list of — and action to be taken thereon by head offices . 508 

Re-opening of — 510 

Death — 

Receipt of report of — ofs. b. depositors and payment of deposits at 

credit of such depositors ........ 503 

Deceased British officers and soldier(s)— 

Payment of cash certificates of — and postmasters’ owers in the matter . 568 

Payment of s. b. accounts of — • 504 

Deceased person(s) — 

Disposal of applications for pay, etc., due to — employed in the Post Office 664 

Disposal of articles addressed to — 10 

Payment of British or Irish postal orders for — . . . . . 390 

Payment of cash certificates or Accountant-General’s acknowledgments 

of certificates of — 567 

Payment to heirs of — of inland money orders sent to Audit office as void 301 

Payment of Savings Bank balances to heirs of — through the British 

Legation at Nepal 503/2 

Powers of head postmasters to pay s. b. deposits at credit of — . . 503 

Receipts of report of death of s. b. depositors and procedure for payment 

of deposits at credit of — . . . . . . . 503 

Deceased sepoy(s) — 

Payment of accounts of — of the Indian Army or other persons subject 
to the Indian Military Law and powers of head postmasters in the 
matter 505 

Deferred hundle(s) — 

Reservation of a separate compartment in sorting case for — . . 83 

Delivery — 

Aggregate value of insured articles to be given out for — through a single 
postman or village postman and special precautions for safety of articles 
When necessary . .197, 203 

Compliance with the request of senders of v.-p. articles of free — . . 210 

Duty of postmasters in connection with taxing with postage of certain 
classes of articles on— 115 

Entries to be made in b. o. summary in respoct of postal articles given to 

village postmen for — ........ 649" 

Examination bj’ postmaster of the contents of account bags and b. o. bags 
so as to maintain a check on the efficiency of — work of subordinate 
offices 40 

Extra expenditure incurred for — of heavy parcel mail articles . 165 
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INDEX. 

Rule is. 

.Delivery — contd. 

Hours of — given in Notice of 11 Hours of business ” . 90 

Hours of — i 'f mails shown in the Notice of “ Hours of busmess ” . 51 

Instructions regarding — - of articles by postmen 701 

Instructions relating to — of articles addressed to persons care of other 

persons 110, 183, 703 

Instructions relating to — at the window of a post office . . . 111 

Instructions relating to — - of articles by village postmen . . . 720 

Ximits of value of single v.-p. articles for at the window or through 

postmen or village postmen 221 

Loss of postal articles given out for — 98 

'Mode of — of v.-p, articles exceeding the prescribed limit cf value « . 222 

Of article on which •— U due ........ 182/1 

■Of articles addressed to a person care of another or of a general or ship- 
ping Agent . ... ... 183 

Of express delivery letters, p^sv-rtTcls c^r.d *-ook-packets . . . 110/1 

Of important mails, foreign in ails and mails arriving by sea ... 99 

Of insured articles addressed to minors ...... 204, 705 

Of insured articles to illiterate addressees or their messengers . . 203 

Of inward acknowledgments for foreign articles 163 

Of mails to carrier . • 71 

Of parcels, endorsed “ P< r open delivery ”, containing more than one 

communication 180/1 

Of postal articles and money orders, etc., under orders of District Magist- 
rate or Court to persons other than the addressees . . 17 

'Of postal articles for planters and others 34 

Of postal articles not superscribed “ On H. M. S. ” and bearing both name 

and designation of a public officer ...... 101 

Of postal articles on Sunday and P. O. holidays .... 2 

Of postal articles superscribed “ On His Majesty’s Service ” and bearing 
both name and designation of a public officer . . . 101 

Of postal articles to illiterate addressees 704 

Of registered (including insured) articles and parcels and precautions to 
be taken respecting them before delivery at the window ... 16t 

Of registered and insured articles addressed to a pardanash in w oman . 704/ 1 

Of registered articles to residents m hotels, clubs, etc . . . . 152 

Of unpaid articles to be made once a day 114 

Of unregistered articles addressed generally or by name to scholars or 

students at a school or college ... .... 110 

Of unregistered articles of the lettex mail addressed to a person care of 

another person \ 110 

'Of v.-p. articles from no-delivery sub-offices • 222 

'Of v.-p. articles which are not taken delivery of at once by the addressee . 280 

Performance of • — • work by an inferior servant requires the sanction of 
Head of the Circle or Superintendent and does not entitle him to be 
considered in superior service Chap. 13, N . JBL 

Procedure regarding - — of tele prams by po^t ..... 112 
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Delivery— cghcU* 

Procedure relating to — ox* ms tired articles from window of a no-delivery 

sub-office 

Realisation of postage and oilier 6 oms due on postal articles before — 

Request of senders of v.-p articles to deliver free or alter the amounts 
specified for remittance to themselves or for delivery of refused or unde- 
livered v.-p. articles to persons other than the addressees . 
Responsibility of postmen for correct — of postal articles and mode of 
identification of the addressee ....... 

Special procedure regarding — of registered articles to firms, etc., who 

receive a large number of such articles 

Supervision by postmaster over correct and prompt * — by postmen 
Treatment of insured articles intended for — from branch offices . • 


Delivery clerk— 

Prohibition against — receiving postage collections from postmen . 
Qualification of a' — 


Delivery slip(3) — 

Check by posemaster of correctness of entries made in — , 

Entries to fca made in — regarding missent or re-directed articles • 
Entries to be made in— regarding redirected parcels .... 
Entries to be made in — respecting unclaimed articles of the letter mail 

or pares 1 1 

Preparation, use and period of preservation of - — 

Use of — in connection with v -p. articles ...... 

Departments;- — 

Of a post o££ r e ^or purposes c f distribution of work and responsibility 
Denosit account — 

Definition and preparation of — . . . . . . . 

Entry in — of postage due on unpaid articles of the letter mail delivered 
Entry in — of postage due on articles despatched to D. L. O. . 

Entry in — of postage due on articles for subordinate offices or village 
postmen 

Inclusion in — of the total amount of forward postage for the day 
Deposit articles) — 

Compartments of deposit cabe lor sorting — ..... 

Deposit ca3e — - . 

Compartments of— 

Locking up of articles in deposit in — * . . , 

Deposit clerk — 

Maintenance by — of a book of addressees’ instructions • 

Preparation by — of daily despatches of unclaimed, refused, undecipher- 
able and fictitiously addressed unregistered articles of the letter mail . 

Preparation of deposit account by — ...... 


Depositors)— 

' Action to he i akeni n the event of change of names c f — of s. b, accounts . 

Uniform spelling in the names of — . .... 
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Ruzoft* 

> Deposit (s) — 

Acceptance of cheques and crossed British postal orders and Indian s 
postal orders for s. b. — . 406 

Action to he taken when— are made in s. b. account opened . . 434 

Classes ofartidesofthe letter mail which may he received into— . . 128 

Classes of paid unregistered articles to be transferred to — department at 

the time of delivery • . 113 

Classes of unpaid unregistered articles to be transferred to — department 

at the time of delivery ........ 126 

Custody of unregistered articles of tho letter mail wh ile in — . . . 126 

In s.b. accounts in branch offices 456 

Of fractions of an anna in s.b. accounts •••... 416 

Procedure in head offices for s. b. — in sub-offices 436 

Procedure in head offices in respect of s. b. — at field post offices . . 436 

Procedure relating to money orders in— ...*•# 276 

Procedure to be followed in the case of s. b, — at account office and head 

office in accounts open at branch office 436 

X'roeeduro to be followed in the cese of h. b. — made at head office or at 

sub-office in account with it ..... . 431 

Special instructions relating to <*. b. accounts opened for judicial — . 416 

Treatment of insured articles in— ....... 208 

Oeserter(s) — 

Payments of s. b, accounts Gf — from Baroda Army .... 506 

^Despatch — 

Hours for — of mails shown in the Notice of hours of business . 5i 

'Despatch note(s) — 

Cases in which — are required respecting foreign parcels and articles to 

be made in them 148 

Destruction — 

— of Indian postal orders. How applications regarding— are to be dealt 

with 402/22 

Detachment- 

Redirection of correspondence for a — 182 

Detention — 

Of inland m^ney orders in <>±ii r e of payment beyond period of currency . 286 

Of postal articles, newspapers, telegrams or money orders under orders 

of a District Magistrate or Court, etc 17 

Penalty for wilful — of a postal article 715 

Period of — of parcels in the office of delivery 160/1 

Report regarding — of maiK 86 

Dhar State Lottery- 

Payment of cash certificates issued at Dhar sub-office in connection with 

— of 1917 557 

Directories — 

Conditions of supply of information to Publishers of — . . . 17 

s 2 
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Distribution of Work- 

Departments of a post office for the purpose of— .... 3: 

Principles to be observed in preparing memorandum of — ... 4 

Supply of memorandum of — in post office and powers of postmasters 

relating thereto .......... 4 

District officer(s) — 

Entitled to the privilege of using District officers’ post bags 681' 


District Officers* post bag(s) — 

Bee “ Post bags M . 

D .L. O.— 

Accounting for forward postage due on unpaid articles for — . . . 130 

Accounting for postage on articles received frdm — . . . . 118 

Cases in which foreign parcels found in a letter-box should be sent to — . 148 

Cause of non-delivery of articles to be marked on them before despatch 

to— 144 

Contents of mail bags for — .... . « « 92 

Despatch of an article to — in the absence of complete and reliable in- 
formation for redirection . 135 

Despatch to — of articles returned as un-deliverablo by station masters • 146 

Despatch to — of refused articles ... ... 145 

Despatch to — of unclaimed foreign insured lotters . « • 208* 

Disposal by head office at headquarters of registered or parcel bag for — 179 

Disposal of mails from — , 81 

Disposal of sorting closed bundles for — 80 

Preparation by deposit clerk of daily despatches of articles for - . • 147 

Redirection of articles issued from — .... . . 139' 

Sorting of paid articles for sub-offices roceivod in — st tl ion closed bundl es 79 

Transmission of unclaimed articles to — ... * e 190 

Treatment of maiU for — . ..... 82 

Document (a)^ 

Details of — to be bent with s.-o. daily account . . 612 

Documents of value — ..... 

Precautions for the despatch of — to Audit office .... 29 

Dosuti bag(s) — 

Procedure to be followed in case 3 — are used for enclosing insured articles 201 


Drawback of customs duty — 

Claims regarding — on f *rpjgn parcels 182” 

Dress — 

Insistence on proper — jf officials when on duty .... 48* 

Proper — of letter-box peons 733 . 

Proper — of mail peons 72£ 

Due document — 

Sub-office daily account is a — 603* 
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Rules. 


Due mail list(s) — 

Checking of the number of bags despatched with that 3ho wn in — . • 93 

Mail clerk to be guided by — in preparing mail lists . • » , 67 

Due mail(s) — 

Explanation when number of — differ from that actually despatch© 1 . 69 

Duplicate money order(s) — 

Preparation and issue of — * 298 

Duties of postmasters) — 

Memorandum of distribution of work to show how the — should be per- 
formed when he is off duty ........ 4 

Sw « Mail(s) ” 56 

E 

Egypt — 

Prepayment of customs duty on parcels for — . • . , , 151 

Eire (Ireland) — 

Prepayment of customs duty and other charges on parcels for - • 150 

Embossed envelope(s) — 

Maintenance of a sufficient stock of — in a post office. ... 44 

Endowment Assurance — 


Rales relating to Postal Life Insurance and Endowment Assurance. Appx. F. 
Enquiry— 

Tty postmen about changed address of addressee of an undeli verable article . 701 ] 

In the case of suspicious alterations or erasures in the receipts for postal 

articles 183 

Particulars to be furnished in the case of — about outward foreign parcels 152 

Reference to be made to notices of misconnection in cases of — relating 
to detention of articles 63 

Regarding delivery of or payment for v.-p. articles ...» 47 

Regarding disposal of a foreign insured article ..... 198 

Envelopefs) — 

Treatment of — marked “ undecipherable ” for a D. L. O. • . . 82 

Erasure — 

Enquiry in the case of suspicious — in the receipt of a parcel . . 183 

Error (s) — 

Adjustment of — in account by a sub-office 599 

Communication and adjustment of — in b.o. daily account , % . 646 

Error book — 

Entry in — of explanation of delay in the issue of v.-p. money orders • 227 

Entry in — of postage charged on articles for delivery • • • • 115 

Entry in — of result of check on the dates of issue of monoy orders on 

v.-p. articles 166 

Entries in — relating to cash certificates not discharged after verifica- 
tion by offices of registration 557 
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Error book — contd. 

Entries in special — kept in head offices in the s. b. department and 
period of its preservation 444 

Entries in special — relating to lapsed warrants of payments for cash 
certificates for discharge at branch offices 552 

Entries regarding short receipt of vouchers to be made in — . * • 57$ 

Errors in sorting noticed in articles received for delivery to be noted 
in — . 95 

Irregularities in stamping and defacement of stamps to be noted in — . 103 

Maintenance by a sub-postmaster of an — and particulars of entries to 
be made in it 50 

Note regarding inland money orders received misdire cted to be made in — 282 

Noting in — of particulars of an article intended for despatch by v.-p. 

post but found in a lotter-box 33 

Establishment — 

Disbursement of pay of office — by sub-postmasters .... 664 

Disbursement of pay of road — attached to sub-offices . • • 666 

Examination — 

Of sorting clerk in sorting list and of contents of mail bags under prepara- 
tion ............ 72 

Exchange— 

Of cash certificates in the name of a single holder for those in joint 
names of two persons or for those in joint names belonging to class 
A or B, and such other exchanges . * 562 

Express bundle(s) — 

Reservation of a separate compartment in sorting case for — . • 83 

Express delivery — 

Disposal of — letters, postcards and book-packets 110/1 

— letters, postcards and book-packets. How to be dealt with after 

clearance of letter-boxes ........ 76/1 


F 


Family allotment money order(s) — 

Issue, payment, etc., of — . 281 

Fee(&) — 

Accounting in sub-offices of — for certified true copies of messages and 

window-delivery tickets 663 

Chargeable by Indian P. O. for services rendered in connection with 
payment of customs duties and other charges on foreign parcels 149, 160, 151 

Credit of — realised for issue of window delivery tickets . . . 100 

Customs duty and — chargeable on foreign parcels and accounting for 
them 132 

Disposal of — realised by postmen on articles delivered . . . 703 

Payable on registered articles redirected ...... 171 

Payment of prescribed — for enquiry regarding disposal of, or payment 
for, v.-p. articles .47 
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Fee(s) —contd. 

Prohibition against[acceptance of an y grat uit ies or — by postal officials * 1 

Refund of prescribed— on we]] -grounded complaints regarding v.-p. 
articles 47 

Special — payable in respect of panels for Great Britain and Xoi them 

Ireland on which customs duty and other charges are prepaid • • lO 

Female depositor(s) — 

Declaration by agents of— *••••••• $13 

Documents to be sent with advice .of transfer of s. b. account* of a — 

opened by her husband or agent 4o4 

Letter of authority to bo obtained as to who should operate on &. b. ac- 
counts opened for — and fresh indox-cards to be taken on change of in- 
cumbents 414, tlo 

Purchase of Government securities by — • ••... 315 

Special entiies in index-cards ofs.b.af counts of — • • • « 415 

Special instructions relating to applications for safe custody of Govern* 

ment securities made by — 323 

Special instructions relating to applications for sale of Government se- 
curities mado by — ......... 523 

Special instructions relating to euoou-cment by— on Government secuii- 

ties tendered for safe ousted* ....... 32” 

Special procedure for delivery of registcied articles to — and others v ho 

receive a largo number of such ai tides 1 U 

Female investor(s) — 

Signature on applications from — for purchase of cash certificates . . 33’ 

Field office money order(s) — 

Distinguishing letters to be placed U fore Nos. of — • . • * i | 0 6 

Field post office(b) — 

Procedure to bo followed by — in cases of s. b. deposits received by them 4’j * 

Finn(s) — 

Grant of authority to — which post \ .-p. articles in large numbers, to u-e 

hpecial foims ol v.-p. journals 215 

Fixed beat — 

Of vill age postmen not to be broffi n for payment of t. m. os. . . . 344 

Foreign air mail money otdeis — 

Issue and payment of — . . «•«•••• 32 2 A 


Foreign article(s) — 

Delivery of injured inward— addressed or redirected to a no-insurance 


office . ........... 209 

Delivery of mward acknowledgments* for — • • • • • 133 

Disposal of refused — ......... 101 

Enquiiics i egarding disposal of v.-p. — ...... 218 

Prepotation of insured — for despatch ...... 200 

Proueduie relating to acknowledgments for insured — applied for at the 

tune of posting or afterwaids ....... 103 

Redirection of — .... * 137 

Tieatment of unclaimed — 100 
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Foreign Insured box(es) — 

Treatment of — (both inward and outward) 209A — 209C 

Foreign letter(s)— 

Entries to be made on insured envelopes in respect of insured — • 201 

Return of unclaimed insured — to D. L. O. . . . • 209 


Foreign mail(s) — 

Action to be taken on receipt of message regarding despatch of inward — 


from Bombay • * 52 

Hours of delivery of — and other important m ails .... 99 

Treatment of-— received at an office other than the office of exchange • 65 


Foreign money order(s) — 


Action to be taken when advices of payment are required by remitters at 


the time of issue or after issue of outward — 315 

Action to be takon when — aro presented for payment . . . 312 

Conditions for — to be telegraphed to offices of exchange . . . 368 

Description of-— 311 

Disposal of advices of payment for inward — • . • • « 319 

Disposal of unclaimed and refused — 321 

Distinguishing letters to be placed before Nos. of — .... 236 

Documents prepared by offices of exchange in respect of inward — • 317 

Enquiries regarding — to be referred to offices of exchange . . . 312 

Entries relating to outward — in journals of monej orders issued . . 314 

Examination, etc., of — presented for issue 313 


Memorandum of instructions for Indian offices of money order exchange 

in dealing with “through” — Appx. C. 


Payment of — tieated as void after the period the currency of which has 

expired 321 

Payment of inward — 318 

Preparation, examination and despatch of outward — . . . 316 

Procedure to be followed in the case of — telegraphed to offices of ex- 
change 2>f 8 to 370 

Redirection of— 320 

Refund of value of outward— to remitters 322 

Rules regarding the treatment of — in Indian offices of exchange . . Ajpx. B« 

Special instructions in regard to entry of names of payees of — . . 313 

To pass through offices of foreign exchange 311 

Foreign parcel (s) — 

Cases in which despatch notes are required respecting — . . . 248 

Conditions for the acceptance of outward— for insurance and recording 

of weight of such parcels in i at es 148 

Declaration of contents and value of— to be affixed to them • # . 148 


Despatch to offices of exchange of cu-tome declarations and despatch 
notes relating to — ......... * 148 

Disposal of undeliverable— (with chaiges prepaid) received for return to 

senders and of refund notices accompanying them .... 192 

Disposal of undeliverable inward — abandoned by senders or refused by 

addressees 192 
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Foreign parcel(s) — contd. 

Entry of route for transmi'bion of — . 148 

Entries to be made on tlia receipt in respect of — • . • . 148 

Issue of non-delivery notice regarding undeliverable — and detention of 

parcels pending roceipt of reply • 193 

Particulars to be furnished in case of enquiry about outward — . . 158 

Period of detention of— -pending receipt of reply to a reference to the 
customs authorities 190 

Periods of detention of undeliverable inward — at the disposal of addressees 193 

Prepayment of customs duty on — ...... .149,150,151 

Procedure relating to realisation, cancellation or reduction of customs 

duty on inward — *»•••«••• 182 

Procedure to be followed in case the contents of a — are called for by cus- 
toms authorities 182 

Receipts relating to inward — and entry in them of the amounts due on 

the parcels 182 

Redirection of — out of India 189 

Return to office of posting of unclaimed insured — originally posted in 
India . . 209 

Treatment in the office of delivery of undeliverable inward — . . 193 

Treatment of— found in letter-box 148 

Treatment of— which cannot be forwarded for breach of conditions. • 148 

Treatment of inward — in the office of delivery and disposal of complaints 
regarding postage or redirection feo charged on them ... 182 

Treatment of outward — presented for despatch and scoring out of the 
word “ Registered ’* written on them ...... 148 

Treatment of unclaimed — 190 

Treatment of undeliverable v.-p. — , • • • . . . 232 


Foreign post — 


Articles received by — to be charged with postage only by the office of 
exchange 

Redirection of articles of correspondence received by — • • . 


115 

137 


Foreign registered articles)— 

Preparation of acknowledgments in respect* of inward — • • • 159 

Foreign settlements in India — 

Customs duty on parcels posted in — 182 

Foreign t. m. o. advice(s) — 

Action to be taken on receipt of intimation of outward — having been 
unclaimed or refused • , • 363 

Attested copies of — received for payment to be seat to offices of ex- 
. change 364 

Disposal of advices of payment for inward — • , , , • 364 

Disposal of miscarried, unclaimed and refused inward — * » • 365 

Disposal of postal confirmations for outward — . 362 

Preparation and issue of outward — • , 362 

Receipt and payment of inward , 3®4 
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Ruias. 

Foreign t. m. o.(s)~ 

Entries relating to outward and inward — in journals of money orders 
issued and paid 366 

Instructions 1 elating to exchange of — to be found in Post and Telegraph 

Guide 361 

Issue of outward— 362 

Memo, of instructions for the guidance of the Indian offices of money 
order exchange in dealing with — (including Iudo-Ceylon and Indo- 
Aden telegraphic money orders) . Appx. C(o) 

Offices of exchange to receive lists of inward — and attested copies of 

advices 364 

Preparation of receipts, etc., for — said payment of such orders • • 364 

Procedure to be followed when advices of payment are required for out- 
ward — 362 

Redirection of inward — . ...... . 364 

Special instructions supplied to offices of exchange in regard to — • 367 

Foreign v.-p- exehange(s) — 

Description of — • • • • • • . • • . 233 


Foreign v.-p. money oTder(s)— 
See* 1 V.-p. money orders.” 
Form(s) — 


Stock of — to bo exiled by postmen when proceeding on their beats • 694 

Supply of — for wireless receiving licenses 32 

To be used for pass-books . 418A 

Form of agreement — 


To be signed by senders of foreign parcels on which customs duty and 

other charges have been prepaid and its disposal . . . 149, 150, 151 


Forward bag(s) — 

Custody of — 66 

* Forward ” bundle(s) — - 

Preparation of — in head offices and in sub-offices in charge of selection 

grade officials 80 

Forward mail(s) — 

Disposal of — ...» 66 

Forward postage — 

Calculation of — and its entry in the memo, of forward postage • • 130 

Franking machine (s) — 

Instructions for accounts mth licensees of - and periodical inspection 
Of— 31 

Use of — in payment of postage 3 D 

Fraud — 

Action to be taken if — is suspected in respect of British or Irish 

postal oidui'fc pro»erujd fox payment 390 

Action to he taken on complaints of — in respect of v.-p. articles • 277 

Action to be taken when — ■ is suspected in respect of a money order re- 
ceived for payment , ... 254 
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Brans. 

Fraud— corrtd. 

Disposal of complaints regarding — on the part of senders of v.-p. 

articles 229 

Free delivery label — 

Affixing of — to parcels on which customs duty and other charges have 
been prepaid ..... .... 149, 150 151 

Free quarter(s) — 

For postal officials • 57 

French settlements) — 

Treatment of articles received in closed bags from France and redirected 
from any of the — in India . . . , , 35 

Fund(s) — 

Additional supply of — for payment of money orders , „ 235 

Applications to Audit office for additional supply oF — for payment of 
money orders and particulars to be given therein . , . , 235 

Investments in Government sec\ rities by Secretaries of — . . # 5X5 

Modes of disposal of surplus — of a sub-office * . * , . 555 

Modes of supplying &ub -offices with — • . . . . , 535 > 

Principles regulating supply and disposal of — to and from sub-office . 676 

Regulations for pi oviding sub-offices with — and for relieving them of sur- 
plus collections , 554 

Responsibility of head office for supply of — to sub-offices to which 
inland t. m. os. are advised to have been redirected , . , 354 

Supply oi — and receipt o± surplus — by cash offices • * * 582 

Supply of — to sub-offices for payment of t. m. os. sent by post • 0 340 

Supply of — to sub-offices situated at treasury or sub-treasury stations^ 0&7 

G 


General — 

Delivery of articles addressed care of a — - 


< * • 70 


General Account — 

Memo, of instructions for the Bombay Office of account in dealing 

with the in Lonaon Appx. b;<«)j 

Government officcr(s) — 

Authorised to order detention of postal articles, newspapers, telegrams 

and money orders ^7 

Supply of information fco — relating to postal transactions . # # X7 

Government promissory note(s) — 

See a Government securities 


Gov emir er.t securities — 

Action to be taken on receipt of Deputy Accountant-General’s intimation 
of interest on — (Government promissory notes or Stock certificates 
in custody or on investment certificates) . , * 

Action to be taken in respect of s-pecial deposit made for purchase of— 

Action to be taken on receipt of intimation of sale of*— , # 

Action to be taken when — axe held by depositors of s. b. accounts trans- 
ferred to P. O. Savings Bank abroad ...... 


530 

515 

529 


479 



INDEX. 


Roues. 


Government securities 3 — contti. 

Applications for investment in — by depositor® .... 615 

Applications for investment in — by persons not already s. b. deposi- 
tors 617 

Applications for investment in — made hv e. b. depositor at branch 

offices " 618 

Applications for pui chase, sale, etc., of — fiom sub and branch oihces 634 

Conditions, etc., for investments in — through the Post Office . 511 

Delivery to depositors of Accountant-General’s acknowledgments 

for — 524 

Delivery to depositors of — applied for ...... 627 

Despatch by Deputy Accountant-General of — applied for . . . 526 

Disposal of applications for delivery of — (Government promissory notes 

or Stock certificates) out of custody 526 

Disposal of applications for purchase of — 619 

Disposal of applications for sale of — (investment certificates. Govern- 
ment promissory notes or Stock certificates) or acknowledgments for 

them 628 

Disposal of Deputy Accountant-General’s intimation of cost of invest- 
ment of — and of depositors* acknowledgments for the securities or 
Accountant-General’s acknowledgments for them .... 621 

Disposal of — (Government promissory notes or Stock certificates) ten- 
dered for safe oust o iy 623 

Document to be seni with advice of transfer of s. b. accounts- La\ ing 

transaction in — from one head office to another .... 464 

Duties of postmaster in regard to the check of s. b. balances of depositors 

applying for purchase of — 516 

Doss of — (Government promissory notes or Stock certificates) by 

depositors 621 

Payment of — at credit of deceased s. b. depositors .... 503 

Procedure to be followed in connection with delivery of — to depositors 621 

Procedure to be followed in connection with exchange of investment 
• certificates for — (Government promissory notes) .... 522 

Purchase of — in joint names 616 

Receipt of — purchased by Accountant-General or of his acknow- 
ledgment and other documents and entries relating to the 
transaction 520 

Reoeipt of intimation from Deputy Accountant-General showing amount 
of investment in — and form of acknowledgment to be signed by de- 
positors 520 

Responsibility of postmaster in connection with transactions relating 
to — 403 

Restrictions against sale and custody of — - in joint names to be mode 
dear to intending purchasers 516 

Safe custody of — 23 

6. B. accounts not to be closed so long as depositors have — m P. O. cus- 
tody or hold investment certificates 450 

Special care and promptitude necessary in matters connected with in- 
vestments in — 512 

Special instructions relating to endorsement by female depositors on — p- 

tendered for safe custody 523 
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INDEX. 


Government securities — concld. 

Special instructions relating to s. b. accounts opened for deposit of values 

of lost Government currency notes and lost — .... 430 

Special instructions relating to s. b. accounts opened solely for invest- 
ments in — .... 420 

•Government security holders’ roll(s) — 

Entries in — of particulars of Government securities purchased or De- 
puty Accountant-General’s acknowledgments .... 620 

Entries in — relating to sale of Government securities . . . 529 

Maintenance by head offices of — 613 

•Gratuities — 

Prohibition against acceptance of any — or fees by postal officials . 1 

Great Britain and Northern Ireland — 

Prepayment of customs duty and other charges on parcels for — • 140 

Guard — 

Transmission of closed mails in charge of — of a train ... 61 

Guarantee(s) — 

For cheques accepted in connection with P. & T. transactions . • 66-A 

To be carefully filed and indexed in cases of payments by public by 

means of certified cheques 65 -A 

Guardian^} — 

Disposal of applications from persons other than father or mother to 

withdraw money from minor’s accounts as — * . „ . 445 

Interpretation of terms 4 father * and 4 mother * as — in respect of minors* 

accounts 445 

<&uzzi cloth — 

Packing of bulky account bundles in — 29 


H 


Half-yeaily village retum(s) — 

Periodicity and preparation of — 

Headm aster(fc) — 

Delivery to — of unregistered articles addressed generally to students. 
Head of Circle- 

Authority of — to fix the limit of the aggregate value of v.-p. articles 
and cash to be entrusted to a postman 

Authority of — to decide cross claims to articles on the part of addressees 
and persons to whose care they are directed 

Authority of— to order a second delivery of unpaid articles In head offices 

Authority of — to order the postmaster to be present regularity at open- 
ing of mails and supervision of deliveries . 

Authority of ~ to order the system of exchanging remittances between 
two sub-offices . . . 4 . . . . . * 

Authority of — to order the use of reversible bags for exchange- of 
articles frith D. L. O. 


6 

110 

221 

110 

114 

96 


14 ? 
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INDEX. 


Head of Circle — contd. 

Authority of — to write off the \ alue of unwanted stationery,*^., 

wrappers, embossed envelopes, etc. 

Determination* by — of the mode of remittances between two head offices 
Disposal by — of complaints regarding malice, fraud or intentional 
annoyance on the part of sendee of v.-p. articles . . * • 

Powers of-*— to authorise the use of bags for enclo a ing account bundles 
Powers of — to sanction the use of District officer’s post bag in eases in 
which the officer lias to travel in more than one district * • 


Bunas* 


44 

28 


682 


Head Cffice(s) — 

Contents of account bag3 for — ....... 

Delivery of unpaid articles from — 

instructions relating to tli8 inspection of — by poshJiaetPT and submission 

of report to Head of the Circle 

Mode of disposal in — of unserviceable postal stamps, etc. . * 

Preparation of letter postage account in — • . • • • 

Head postman — 

Duties of — • • . 

Entries to be made by — in his books and grant of receipt by him res- 
pecting monetary transactions 

H. O. cash book — 

Entries to be xnado in — regarding transactions In subordinate offices • 
Totals of “ Receipts "• and a Payments ” in the 3,-0. summary to be 
transferred to — . . . 


612 

114 

38 

44 

117 

691 

njc 

578 

G31 


a. O. summary — 

Credit in — of remittances received from sub-office 3 . . . • 

Daily totals of mcnoy orders paid by head office to be entered in — • 

Entry in — of cash T rought back by village postmen in connection with 
unpaid money 07 4 n-s . . . 

Entry in — of t*>W amount col’er^i on ariWes -he letter Piail deli- 
vered ....... ... 

Entries to be made in — resp^ol ■Tig v.-p. money coders • 

Insured articles in deposit to be de*aibd ^ach day 'n — • • . 

ffotel(s) — 

Delivery of registered articles to residents at — , club*?, etc. . , 

Payment of money orders to r< sldec f s at — 3 clubs etc. * 

Hour plat e(sl — 

Delivery to and receipt back ‘torn village p itfcnen — for village letter- 
boxes . • . 

Examination of — taken out or brought in bv village postmen • . 

Punctual and correct change of — 

Hour(s) of business — 

Definition of the term — •««••••• 

Sellers cf— contain instructions regarding delivery of mads • • 


628 

273 

655 

124 

227 

208 

162 

261 


651 

19 

73 


51 

98 
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INDEX. 


I 

Identification — 

Of payees of money orders 

Of payees oft. m. os. ... 

Identification card(s) — 

Rules regarding the issue of — ....... 

Illiterate addressee(s) — 

Attestation of the thumb -impression of — on receipts «*ad acknowledg- 
ments for insured articlos 


Bulbs 

2*1 

344 

32/1 


Delivery of insured articles 1 5 — or their messengers ... * 20S 

Delivery of postal articles to — 734 

Illiterate payee(s) — 

Payment of m. os. to — 70t 

Iliiter ,te porson(s) — 

Applications from — for purchase of cash certificates .... 53b 

Blind peisons to be treated as — for purposes of s. b. accounts # 41* 

Blind persons to be treated as — in connection with opining of s. b. ac- 
counts 414 

Discharge of cash certificates of — at offices of regi*tra j»on . . 547 

Payment to — from their s. b. accounts ...... 441 

To be assisted in filling up money order forms, etc., whenever possible 1 

.Incapacity — 

Receipt of rep.it of — of s b. depositors and payment of deposits at 

credit of such depositors ........ 503, 

Indemnity — 

Oases m which — as to be signed by Holders of BritibL or Irish postal 

orders 394 

Oases in which money orders for minors should be pa d on agreements of 

— and disposal of such agreements ...... 254 

Execution and disposal of — bonds for payment of t, m. os. . . 34b 

Execution of bonds of — fc* payment of s. b. deposits at credit of deceas- 
ed depositors and disposal* of such bonds 503 

Execution of — bond for payment of cash certificates of deceased holders 567 

Payment ol cash certificates on — bonds ...... 557 

{Indemnity bond(s) — 

See “ Indemnity *\ 

Indent(s)-— 

For British postal orders and lates for their submission . » . 74 

For special forms of registered journals f 178 

Preparation of quarterly — for Indian postal orders • . * 402/4 

Index — 

Maintenance in head offices of — to s. b. ledgers . . . # 458 

$ndex*card(s) — 

Cases in which fresh — should be obtained • . 414, 13 7, 445 


Depositors to sign or affix seal or mark to — and examination of the 

entries by postmaster . 419 

Disposal of — • 419 

Rinds of — and instru tions for fLhng them up • * . . . 413 
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INDEX. 


Index of receipt No.(s) — 

Entries to be made in — in the head office in respect of money orders 

issued by sub-offices 

Examination by head postmaster of — in. respect of money orders issued 

by sub-offices 

Indian postal order(s) — 

Acceptance of crossed — — for e. b. deposits 

Applications regarding miscarriage, los3 or destruction of — • Bow 

to be dealt with 

Conditions regarding the sale and payment of — 

Bally supply of — to money order clerk from the treasurer for sale to 

the public 

Entries of sales of — in journal and stock book . 

Examination of journal of — paid . . 

Examination of postage stamps affixed to — in enhancement of value 
Examination of — presented for payment 

Head offices will be supplied by the Audit office with a stock of — 

List of banks authorised to encash crossed . 


List of — paid at sub-offices should be submitted to the head offices 
for scrutiny 

Listof — sold and memo, of unsold orders in head offices 

Loss of — after payment. How to be dealt with .... 

Loss or theft of unsold — . How to be dealt with . 

Maintenance of stock book of — 


Memo, of unsold orders in hand and of orders sold in sub-offices. How 
to be prepared and sent to the head office 

Memos, of British postal orders and — sold at sub-offices 

Not to be enclosed in account bundles for audit office 

Offices authorised to hold stock of — for sale and to pay orders • . 

Order of pqyxnsut of — by postmaster 

Particulars of — paid to be entered in the journal .... 

Payment of— at branch offices . 

Payment of — . Amounts payable how to be calculated .... 

Payment of — to the public. To be made either direct or through a 
bank 


Period of currency of — presented for payment 
Procedure regarding payment of crossed — 

Refunds of the value of — 

Sale of— by head and sub offices. Procedure regarding— . 

Serial numbers of — in stock to be communicated annually to the Audit 
office « * 

Spoiled—. How to be dealt with 

Submission of abstracts of payments of — to Audit office 
Supply of — to sub-cffiaea by head offices . . # 


Indian State(s) — 

Conditions for money orders for — to be telegraphed to offices of ex- 
charge « « . , . / 


Rotes* 

251 

252” 

409* 

402/22* 

402/ 

402/3* 
402/9 
402/26 
402/15 
402/16 
402/4 
393, 402/19, 
Appx. C(b)' 

402/23 

402/10 

402/24 

402/13 

402/5 

402/11 

623 

29 

402/2 

402/17 

402/25 

402/23/1 

402/18 

402/14 

402/20 

402/19' 

402/21 

402/8* 

402/12 
402/7 
402/27 
402/6, 698 


36S> 
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INDEX. 


Bulbs. 

Indian State(s) — con*d . 

Customs duty on parcels posted in — 182 

Disposal of acknowledgments of money orders advised by Ceylon, Portu- 
guese India and Convention — 319 

Disposal of acknowledgments of money orders advised to Ceylon, Portu- 
guese India and Convention — * 315 

Issue of notices to payees of money orders in — .... 260- 

Payment of inward foreign money orders issued in Ceylon, Portuguese 
India and Convention — 318 

Treatment of parcels posted at Imperial post offices in — and bearing 
additional impressions of seals of Customs House .... 198 

Indo-PeTBian Gulf t. m. o(s). — 

Issue and payment of — 360 

Inferior servant(s) — 

Performance of delivery work by — requires sanction of Head of the 
Circle, Superintendent or head postmaster and does not entitle him to 
be considered in superior service . « Chap. 13, N. B. 

Restriction on delivery work by — Chap. 13, N. B» 

Information not to be made public it 

Inland money order(s) — 

See “ Money orders.'* 


Inland post — 

Redirection by — of articles prepaid at inland rates of postage. . . 136 

Inland telegraphic money order(s) — 

See w Telegraphic money orders.” 

Inland v.-p. money order(s) — 

See ,c V.-p. money orders 

Inspection- 

Instructions relating to the — of a head office . # , , , 33 

Inspector— 

Inaccuracies in b. o. daily accounts or delay in payment of money orders 
or s. b. warrants in branch offices to be reported to — . . . 642 

Submission to — of half-yearly village return , , . , , 6 

Submission to — of reports regarding irregularities in the accounts of 
subordinate offices 576,579 

u Instructions) for redirection to foreign countries ” — 

Supply of printed copies of form- — to persons leaving India . . 133* 

Instruction slip(s) — 

Circulation of instructions from the public in — . . . 134 

Insufficient addressee — 

Treatment of insured articles with — 202 

Insufficiently-paid articled) — 

Taxing with postage of — 


115 . 
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INDEX. 


Insurance — 

Conditions for — of outward foreign parcels . 

Of v.-p. articles . „ * 

Treatment of articles presented for — 

Treatment of articles presented for registration of which — is compul- 
sory . 

Insurance Fund — 

Buies relating to Tost Office — 

Insurance seal(s) — 

Closing of insured envelopes with — 

Supply of two — marked R. and P. to certain post offices . 


Insured article(s) — 

Aggregate value of — to be given out for delivery through a single post, 
man or village postman and measures for safety of suoh articles 

Delivery of — addressed to minors .... 

Delivery of — to a messenger of the addressee . ~ 

Delivery of — to a pnrdanashhi woman . 

Delivery of — to illiterate addressees or their messenger 

Despatch of — in b. o. bags 

Disposal of — addressed to do ceased persons 
Disposal of receipts and acknowledgments for — 

Disposal of unclaimed — ..... 

Inclusion of — in insured bundles .... 

Instructions relating to examination by postmaster of — for despatch 
Maximum limit of value of — to be given to a postman for delivery 
Precautions in re&poct of — to be given to village postmen for delivery 
Precautions to be taken before delivery of — in deposit 

Preparation of — for despatch 

Procedure relating to delivery of — exceeding Rs. 250 in value 
Procedure relating to delivery of — from the window of a no -delivery sub 


Procedure to be followed in case — sent out for delivery are not at once 
taken delivery of by addressees 

Responsibility of postmaster for safe custody of — 

Treatment of inland — tho addressee of which has removed to a post 
town to which no insurance is available 

Treatment of — in deposit 

Treatment of — intended for delivery from branch offices . 

Treatment of — posted at braneh offices 

Treatment of — with insufficient addresses ..... 


Treatment of missent, redirected, unclaimed or refused — in offices of 
delivery 

Value of insured parcels and amount of money orders entrusted to a post- 
man o» ' r ilJ age postman to be taken into account in considering mea- 
sures for security of insured letters 

insured bag(s) — 

Disposal of — received in mail bags and their custody in s ip- offices 

Examination by postmaster of — received or for despatch • . . 


Rules. 

148 

2ie 

198 

171 
Appx. F. 

201 

21 


197, 202 
204, 705 
202 
704/1 
203 
635 
10 
207 
209 
202 
197 
699 
647 
161 
200 
203 


202 

186 

209 

208 

206 

199 

202 


197 

107 

197 
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INDEX. 

Rules. 

Insured boxes (foreign) — 

Treatment of — (both inward and outward) • > . • . 2Q9A-— 2090 

Treatment of outward foreign — ....... 20933 

Treatment of inward foreign ...... 2090 

Insured bundlo(s) — 

Cases in which — are not to be prepared ...... 201 

Examination by postmaster of — received • • . • . 197 

Inclusion of insured letters in — 202 

Instructions relating to preparation of — . ..... 201 

figured envelope(s) — 

Examination of — received by postmaster 4.0 * * 107 

Instructions relating to preparation of — . « • . . • 201 

In Hired labels) — 

Pasting of — to insured parcels f „ 209 

Injured letter(s) — 

Closing of — in insured envelopes ....... 201 

Mode of despatch of a number of — between po 3 t offices in ? ?ame tow . 202 

Injured parcel(s) — 

Entries to be made on the office copy of receipt re« r ctin - — • • 143 

Rate of conversion of the value of foreign — for the purpose of statistical 

memorandum 42 

Values of — entrusted to a postman or village postman to be taken into 
account in considering measures for security of injure 1 letters . . 197 

Lit crest — 

Action to be taken by head office to which an s. b. account is transferred 
before receipt of annual statement of — 465 

Action to be taken on receipt of Deputy Accountant-General’s intimation 
of — on Government promissory notes or stock certificates in custody 
or on investment certificates ....... 530 

Calculation of — in the case of s. b. accounts closod .... 4 88 

Entry of — in pass-books for s. b. accounts in head offices , . . 491 

Entry of — in s. b. ledgers ........ 490 

E xamination of, and entry of — in, pass-books received in head offices 
from sub and branch offices ..... ... 492 

Receipt by head offices of annual statements of — and intimation to sub 
and branch offices ... 489 

Savings bank — table .*•••<>»•• * Apps. D 

Interruptions) — 

Issne of notices in connection with — of mails during transit by rail* 


ways 53 

In » I«nation(s) — 

Delivery to the addressee of an — regarding the arrival of an Insured 
article to his address •••••.«.. 202 

Issue of — for delivery to the addressees of r.-p« articles exceeding the 
prescribed limit of value ....... 222 

Issue of — to payees of money orders residing at hotels, dubs, eet* 


261 
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INDEX. 


Btrugs„ 


Intimation (s) — contd. 

Preparation and aispc sal of — to addressees of insured article exceeding 

Bs. 250 in value . 203 

Presentation to addressees, etc., of — relating to v.-p. articles which are 
. not taken delivery of at onco . 230 

To offices of issue regarding redirected inland money orders . . 283 

To offices of is«u6 relating to misdiiected money orders received . . 282 

Investment certificate^) — 

Action to be taken on receipt of Deputy Accountant-General’s intimation 

of interest payable on — . 530 

Applications from sub and branch offices for exchange of — for Govern- 
ment promissory notes - 514 

Disposal of — tendered for sale . 628 

Procedure to be followed in connection with exchange of — for Govern- 
ment promissory notes 522 

S. b. accounts not to be closed so long as depositors have Government 
securities in P. O. custody or hold — 450 

Investment^) — 

See “ Government seemities 


Invoice(s) — 

Disposal of — for BriLsh postal orders received by head offices authorised 


to hold stocks 374 

Disposal of — for British postal orders received by head offices not autho- 
red to hold stock 386 

Preparation and isstio of — for supplies of cash-certificates . . . 532 


Irish postal orders — . 

Bearing postage stamps in enhancement of value . 

Cases in which, and the authority under which, defective — * may 
be paid . . 

Cases in which orders of Head of the Circle should be obtained 
for payment of — 

Conditions for payment of — 

Examination of — presented for payment . 

Instructions to holdeis for — presented for payment at branch 
offices 

List of banks authored to encash crossed . . 

9 

Loss of after payment 

Order of payment of — by postmaster 

Payable direct or through bank 

Payment of crossed — 


389 

392 

390 
371 

390 

398 

393, 402/19, 
Appendix 
C(b) 

399 

391 
388 

393 


Payment of — the payees of which are dead or minors . • . 390 

Payment of — to holders 399 ' 

Period of currency of — presented for payment .... 394 

Selected head and sub-offices authorised to pay — .... 372 

thipply of specimen — - • to offices not authorised to pay ... 372 
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INDEX. 


Rules. 

Irregularities— 

Action to be taken in respect of — noticed in paid money orders received 

from sub-account clerk 267 

Action to be taken on — in connection with sub-office balances * . 633 

Action to be taken on — noticed in respect of money orders received for 

payment 254 

Classes of — in connection with payment of t. m. os. to be reported . 351 

Communication and adjustment of — in b. o. daily accounts . . 646 

Report of — relating to failure to despatch combined office message 

drafts by due dates 15 

Report to Superintendent or inspector of — noticed in the accounts of 
subordinate offices 576, 570 


1 J 

Journal — 

Examination of — of Indian postal orders paid 
Of s. b. accounts transferred and opened on transfer 
Journal^) of British or Irish postal orders paid — 

Entries in — . 

Examination by postmaster of — • 

Submission of — by sub- offices to the head office 
Journal (s) of British postal orders sold — 

Entries in — 


Jouroal(s) of cash certificates discharged — 

Entries in — and weekly submission of — by sub-offices . 

Entries to be Made in — for certificates discharged at branch offices 
Journal (s) of cash certificates issued — 

Entries in — and preparation of weekly — ..... 

Journ al(s) of Indian postal orders paid— 

Entry of particulars in — 

Examinat on of entries in — 

Journal! of Indian postal orders sold— 

Entries of sales— 

Joumal(s) of money orders issued — 

Corxection of office of payment in — 

Entries relating to inland money orders in sub-office — . 

Entries relating to inland t. m. os. — 

Entries relating to outward foreign money orders in — . . . 

Entries relating to outward foreign t. m. os. in — .... 
Examination by postmaster of sub-offioe daily — . . • • 

Examination of entries relating to outward sterling money orders 

in sub-office — . 

Preparation of — by sub-offices and their despatch with copies of 

receipts 

Preparation of — for Audit office 

Receipts and examination by head-office of— • . , 

Receipt of, and examination of entries relating to, inland money 
orders in, sub-office — 

Receipt of, and examination of entries relating to, inland t. n>. os. 
in sub-office— . . 7 . 


402/26 

496 

406 

401 

397 

380 

553 

552 

546 

402/25 

402/26 

402/9 

288 
248 
337, 338 
314 
366 
252 

314 

308 
304 
267, 622 

251 

337 
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INDEX. 



Joumal(s) of money ordeis paid — 

Duties of postmaster in respect of — . 

Entries relating to inland money ordf rs m sub-office — 

Entries relating to inwaid foreign fc« m. 03. paid in — . 

Entries relating to inland i. m. os. in — 

Examination by postmaster oi sub -office — . 

Examination of entries relating to t. in. u&. in bub-offi e — . # 

Par ticulais of \ uiJ money order© paid not to be entered in — 

Prq aration of — by sub-offices and tLdr despatch with paid orders . 
Preparation of — for Audit office •••••** 

Journal© of s. b. accounts transferred and opened on tramf* r — 

Submission by head offices of — to Audit c ffic© • * * . # 

Judicial deposits — 

Special lusts actions relating to s. b. accounts opened fo i — . # 


275 

27l 

366 

350 

275 

340 

290 

303 

304 


400 

41fc 


K 


Key(s) — 

Custody or— in a po«t office 

Custody of — of mail box 

Custody of — of safes in sub-offices . # , 

Custody of — cf safes supplied to an office . . *, 

Delivery of — of village letter-boxes to village pcbtin* r 
Of soiting case to be lept in custody of anitm fr ele*k 


21 

65 

653 

23 

710 

87 


L 

Last-pay certificafce(s) — 

Prohibition against sub-offices granting — , , „ # # 

Late fee(*} — 

Payment cf telegraph express charges and — by hun-c If'- © * , 

Late return t s/~ 

Pnrhots conxainirg returns not ba’miH d on *lu; dai* to ho art#* 
fc-oribed — 


667 

671 

20 


Leperjs)— 

Payment of money orders addrc~&*d to-*. , 

Letter (s, — 

of — sent under cover to be posted 
Letter-bos(es) — 

Clearance o: outside — by letter-box peons 

Dufcie© of postmaster in connection ruth cl trance cf — 

Separation of articles taken from — 

Sorting of station articles taken from +b - 

Treatment of v.-p. articles posted in — . . 


. M 1U 7W/1 
. T 


732 

73 

75 

35 

33 . 
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INDEX. 


Bxtkbs. 


^pto^nent of - ^ * * * ’.*... 

Payment of t. m. os. by • 

Proper dress of • 

Letter(s) of authority- accounts opened for firms . 

— — r**." ^ 

SeTto their addresses • • 

^ ,e * >t BMto^on"of — from village postmen and accounting for it . . 

Letter postage account— 

Preparation of — * n head offices 

Lioensee(s)— - 0 f franking machines . • .*. * * * 

aiices • 

Limit — , of articles and cash for payment 

Fi lfmo^yTrdirs tfhl entrusted to a single postman . . • 

from J. O. Savings Ban* abroad not regarded as 

deposits for oal^ataono^u^ in an s. b. account to be 

In ^ned i^rStng annual - for deposits .... 

Lim^<rfva^— ^e^ be gi\ en out fcr delivery through a single postman 

or "through p^nen 

and village postmen . 

Lists of British postal orders sold— an d memos, of unsold 

Submission to Audit office every month of ® _ . 

orders m head offices * • 

Lists of money orders issued— . . • 

Due dates for submission of — 


Appx. F. 


1»L 202 
267 
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Lists of money orders paid — 

Due dates for submission of — and documents to be sent with them , 

Lists of parcel receipts — 

See Receipts 

Lists of void money orders — 

Submission of — 

Local Indian language — 

Checking of transcription in English of addresses on articles in — . , 

English translation and transcription of entries in — in inland money 
orders 

Entries to be made in s. b. pass-books in — ..... 

Transliteration of entries in — on the reverse of discharged cash 
certificates 

Use of the — in transactions with branch offices .... 


Loss — 

Action to be taken in cases of — or theft of unsold British postal orders 

Applications regarding miscarriage, — or destruction of British postal 
orders 

Of British or Irish postal orders afterpayment 

— of Indian postal orders after payment. How to be dealt with 

— of Indian postal orders. How applications regarding — are to be 

dealt with . . 

Of unsold Indian postal orders. How to he dealt with 

Procedure to be followed in cases of — of cash certificates after dis. 
charge 

Procedure to be followed in cases of — or theft of cash certificates from 
custody of holder ......... 

Procedure to be followed in cases of — , theft or destruction of cash certi- 
ficates before issue 

Procedure to be followed in cases of — , theft or destruction of cash certi- 
ficates of deceased holders 

Report of — of foreign v.-p. articles 

Report regarding — of a postal article by postman . . . „ 

Steps to be taken in case of — of postal articles given out for delivery 

Steps to be taken in case of — of wireless receiving license . , . 

Lunatics — 

Discharge of cash certificates of— 

Opening of s. b.aooounts for — .... ... 

Withdrawals from s« b, accounts of — . « , . 


Rules* 
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309 

72- 

241 

419 

54T 

36- 

384 

396 

399 

402/24 

402/22 

402/lfr 

554 

572 • 

571 

567 

218 

710 

98 

32 


549 

423 

446 



Btnuos. 


Mahommtdan(s / — 


Declaration by — who are not willing to accept interest on 1 cash cert- 

ficates 

Special entries relating to «. b. accounts of — who ere not filling to 
a«cept interest 

Mail bag(s) — 

Checkirg of the contents of — opened 

Contents of — for D. L. 0 

Inclusion of cash bags inside — • 

Prohibition against letting runners have knowledge of contents of — • 

Receipt and disposal of — * 

Responsibility of sorting clerk for correct preparation of — 

Transfer of - to mail clerk ........ 

Mail box — 

Locking up 01 forward bags in — 

Storing of hogx in - - 

Mail clerk — 

Duties of — m conM ctiou with preparation of mails fur despatch 
Examination of mails by — before making over to carrier . 

Opening of mails by — 

Receipt of bags by — at night . 

Transfer of mail hags to — and check of the number of bags with that 


■ opened 


shown in the due mail list 


Mail list(s) — 

Bags advised m — to be compared with the entries in — . * 

Despatch of — when mails are conveyed by runners or in boats , 
Entries to be made m — ........ 

Preparation of — when mails are to be conveyed under contract 
Preparation of — where prescribed ....... 

Receipts for hags or parcels transferred to be taken on — . . . 

Mail office(s) — 

Procedure relating to the sale of postage stamps in — . . . 

Mail(s) — 

Conveyance of — by letter-box peons 

Conveyance of — by runners or in boats ...... 

Delivery of — to carrier . ....... 

Despatches of — on Sundays and Post Office holidays . . • 

Disposal of forward — ......... 

Disposal of — addressed to an office 

Disposal of — fiom D. L. O 

Duty of postmaster in connection with exchange of — between mail 
clerk and other officials 

Head postmasters to have knowledge of actual times of arrival of— at 
offices subordinate to them ........ 


INDEX. 


MaU(s}~ contd* 

Hours of delivery of foreign and other important — • • * • 

Issue of notices in cases of interruptions of — during transit by rail- 
ways 

Opening of station — in the office of delivery 

Packing of — according to linos of transit ..... 

Preparation of — for branch offices ....... 

Propara fcion of — for despatch ....... 

Procedure relating to the exchange of receipts in cases where — are 

conveyed under contract 

Receipts in respect of — conveyed in closed bags in charge of commander 

of a vessel 

Receipts in respect of — conveyed by railway ..... 
Report to Superintendent relating to detention of — . 

Runners not to he present when — are closed ..... 

Tre^ment of foreign — received at an office other than *he office of ex- 
change ........... 

Treatment of — forD. L. O. ...... 

Mail peon^o) — 

Attends nee of — at railway platform ...... 

Despatch of ^eivice telegrams by — . . . • 

Duties of — . 

Errployme' t of — as packers ...... . 

Moir ^ snee by — of a book in the presort e 1 form to r uh ’ate ar.rvl 
of xu* 11* and misconneclion of mails ...... 

Pi ibessing of — . . 

R^gis^iV ion of letter mail articles by — ...... 

Suppl-* of Pos and Telegraph Poclet Qmdt to — 

Tr* -t ient of ai tides registered by — .... 

Malice — 

Dispocw* jZ l unplaini regarding — on. me pair of s-uaers jf v.-p. 
article* 


Map of beat — 

Supply of — to a village poscraan 

Memo, of admission of payment — 

Preparation and submission of — for money ordeis or t, m. o receipts 
lost after payment ... 

Preparation of — for cash certificate •> ij&t . 

Prepoiatmn of — in the caso of a wan: ant of pijment uiai* l» -* ai 
the office 01 payment before its submission x j the AuoLt Jtn e 

Memo, of admission of tiansfer — 

How to be prepared, should a cash < eitjf < ate be Io*fc 1 1 1 10 pot>t offic 
alter a fresh certificate has been issued to the translate \n heu ol 

i 


Memo e. autLui *ed balances — 

RJerene”* to — in connection with cheek of balance ne id Dy post 
of' e» ........ 4 . . 
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99 

53 

104 

89 

86 

67 


62 

61 

60 < 

94 

65 

82 


727 

727 

726 

730 


727 
729 

728 
726 
175 


715 

299 

554 

442/1 

554/1 

633 
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INDEX. 


Memo (s). of British and Indian postal orders sold — 

Receipt of — at head office ' 

Submission of— by sub-offices— 

Memo, of forward postage — 

Bntry in — of total postage due on all forward bundles for despatch 

Memo, of reasons for excess cash balance— 

Check of — in head office # 

Submission by sub-offices of — 

Memo, of stamp advances — 

Entries to be made m — and its custody . . . . * 

Grant of receipt in — for stamps, etc., issued to postmen • • 


Ruuds* 

623 

332 

130 

632, 633 
677 

45 

695 


Memo, of unpaid postage taxed — 

Entry in — by sub -offices of amounts of postage charged on articles • 115 

Entry in — of amounts of postage charged on unpaid articles . • 118 

Memo(s). of unsold British postal orders* — 

Filing in head office of sub -office — and of orders sold , , • 381 

Submission by sub-offices of — . . . 382 

Submission to Audit office every month of lists of orders sold and — • 381 

Memo, of unsold Indian postal orders — 

Submission of — and of orders sold ...»»•• 402/11 

Memorandum — 

Inclusion of a — containing full paiticulars of a remittance in cash bag 616 

To accompany combined office drafts and undelivered messages 

for Telegraph Check Office . If, 16 

Memorandum of customs duty prepaid — 

Preparation and submission to Audit office of — * . • « 149 r 154) 

Memorandum of disbursement of pay and allowances — 

Submission to Head of the Circle of — with vouchers appertaining to 
it 64 


Mental Hospital(s&) — 

Additional entries to I© made in pav*-beoks for accounts opened by 

Superintendents of — . . . . • • • • * 419 

Message draft(s) — 

Despatch from herd office of combined office — with a memo. . • 15 

Receipt and cus T ody m ^ead offices of combined office — for Telegraph 
Check Office .......... 15 

'Message (s) — 

Accounting in sub-offices of fees or certified true copies of — and 

window-delivery ti kefcs 663 

Military orphan(s) — 

Special instructions relating to s. b. accounts of — . * • . 427 


INDEX. 


Minorfs) — 

Applications on behalf of, and issue of cash certificates for, — 

Cases in which sanction of the Head of the Circle is required for pay- 
ment of s. b. deposits at credit of deceased — . . 

Date of attainment of majority of — to be entered in s. b . ledger 

Delivery of insured article addressed to — ... 

Discharge of cash certificates of — and eas-minors 

Disposal of applications from persons other than father or mother to 
withdraw money from accounts of — as guardians . 

Payment of British or Irish postal orders payable to — 

Payment of money orders addressed to — . 

Purchase of Government securities for «— . 

Sale of Government securities purchased in the name and on behalf 
of — . 

Special entries in index-cards for s. b. accounts of — . 

Special instructions relating to s. b. accounts of — 

Special procedure to be followed where s. b. deposits of leoeased deposi- 
tors are claimed by — ........ 

Withdrawal from s. b. accounts of married female — by father or 
mother not to be ordinarily allowed • 


Rules. 

541 

m 

m 

•204 & 705 
549, 

m 

390 

204 fc 707 

515 


528 

415. 

422 

502 

446* 


Minor’s account(s) — 

Cases in which date of closing of — should be reported to Heads of 

Circles 450' 

Cases in which prescribed certificate is not required for withdrawals 

from — 445 

Cases in which transfer of — from one Circle to another should be 
reported to the Head of the Circle 463 

Cases in which transfer of — should be reported to Head of Circle by 
head office to which transferred 465- 

Entries to he made and documents to be sent with advice of transfer 
of — from one head office to another ...... 464 

Persons authorised to apply for transfer of — . . . . 460 

Special instructions relating to — . . . , , . 422 

Withdrawals from — 445- 


Miscarriage — 

Of Indian postal orders. How applications regardmg — ac* to be 
dealt with ~ . 402/22 

Miscarried telegraphic advices — 

See" Telegraphic advices”. 


Misdirected article(s) — 

Transfer of — to deposit department at the time c.f delivery . . 1 1 8. 

Treatment in head offices and in sub-offices in charge of selection grade 
officials of — 120 

Treatment of — in deposit department •••••. 140' 

Missending — 

Examination u contents of mail bags in cases of frequent omptaincH 
about — 72* 



Z4rO 


INDM. 


Rums* 


Missent article(s) — 

Transfer of — to deposit department at the time of delivery . , 113 

Treatment in head offices and in sub-offices in charge of selection grade 
officials of — 120 

Treatment of insured — in offices of delivery 200 

Treatment of — in deposit department 140- 

Treatment of — of the letter or parcel mails ..... 187 

Treatment of v.-p. — 232 


Mobilisation cover(s) — 

Delivery of — by postmen ........ 70S 

Delivery of — by village postmen • 720 

Rules relating to treatment, delivery, etc., of — Appx. A. 

Treatment of — 169 


Money — 

Custody of Government — and all other easily removable Government 
property of value 

Money order(s) — 

Action to be taken by bead office in respect of — issued by its sub -offices 
Action to be taken if — or t. m. o» receipts are lost after payment . 
Action to be taken in respect of irregularities noticed in paid — received 
from sub-account clerk and delay in return of orders made over to that 
official 

Action to be taken when — are lost before payment . . • • 

Adjustment of amounts (including commission) of inland offieuu — 
Aggregate amounts of — paid daily to be entered in b. o. summary and 

sub-office account 

Alteration of names of payees of inland — and disposal of applications 
relating thereto 

Alteration of offices of payment or addresses of payees of inland — • 

Amounts of money orders entrusted to a postman or village postman to 
be taken into account in considering measures for security of insured 
letters 

Attachment, etc., of — by Civil courts 

Cases in which cheques, etc., may be accepted for amount* of inland — 
and commission 

Cases in which maximum limit for inland — is not applicable 

Cases in which name of district should be added after that of office of 
payment on inland — 

Closing entries to be made in summaries of monthly totals of — issued 
and paid and submission of the summaries 

Conditions relating to issue, payment, etc., of — 

Custody of paid — until despatched to head office or Audit offic J , 

Dates included in account period in respect of — .... 

Deliveries at which — are to bo distributed and adjustment of accounts 
Disposal by office of issue of refused or unclaimed inland — received 

back, if it is a no-delivery office 

Disposal of inland — not paid owing to payee’s death .... 


23. 


251 

299* 

267 

298 

245 

273 

292 

293 


197 

297 

243 

240 

249 

308 

234 

275 

304 

274- 

288- 

294 





INDEX. 


Honey older (s) — contd. 

Disposal of inland — when remitter cannot be found • » 

Disposal of — i eeelved from branch offices for issue • • 

Disposal of — received in sorting 

Disposal of paid and unpaid — received from village postmen 
Disposal^of redirected inland — in office of payment ... 
Disposal of inland — received misdirected • .... 

Disposal of refused inland — • 

Disposal of unclaimed inland — 

Distinguishing letters to be placed before Nos. of certain classes of — 
Distribution of — for payment by postmen and supply of cash • 

Due dates foi submission of lists of — issued and paid . . . 

Duties of postmaster in oases where prescribed limit of value of — for 
payment by a postman is exceeded • • • • . 

Errors or omissions made by sub -offices to be rectified by head offices 
befoiepaid — are sent to Audit office ..... 

Examination by postmaster of — for issue and stamping by money order 
clerk with oblong m. o. stamp 

Examination by postmaster of — paid 

Examination by postmaster of — for payment and stamping of round 
money order stamp 

Examination of inland — presented for issue .... 
Examination of spe- la! forms of inland — presented for issue 

Identification of payees of — 

Inland — tnat can be issued free of commission .... 

Instructions from persons moving to another post-town regarding dispo- 
sal of — to their addresses 

Instructions relating to payment of — by postmen . 

Issue and payment of inland air mail ..... 

Issue and payment of foreign air mail 

Issue of inland — addressed to no-delivery sub-offices . 

Issue of s, b. — by field post offices 

Letter-box peons not permitted to pay — except t. m. os. . 

Memo, of instmetioi s for the guidance of the Indian offices of money 
oi der excha r ge iu dealing with foreign telegraphic — (including 
Indo-Ceylon and Indo- Aden telegraphic — ) 

Money aul i* ckrk authorised to sign “ for Remitter ** in cases of omis- 
sion 

Monthly statistics of — 

Opening of money order e nvelopes and examination by money order 
clerk of inland — received for payment 

Paid by book transfer 

Payment of inland — or adjustment of short or excess credit for them 
after expiry of one year 

Payment of inland — whose period of currency has expired . 

Payment of — addressed to lepers ...... 

Payment of — addressed to minors ...... 

Payment <-f — by vilkpp p» -tmen 


Rules. 

287 
247 

253 

m 

284 
282 
286 

285 
236 
258 
305 

257 

239 

252 
275 

256 

240 

242 
263 

243 

133 
706 
276A 
322-A 
249 
439 
734 

Appx. C.(a) 

240 

238 

254 
L68 

291 
290 

204/1, 707/1 
264, 707 
715, 720 
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INDEX. 


Rotes 


Money order(s) — contd. 


Payment of — to illiterate persons or pardanashin v* on.-n and penalty 

for asking for commission or presents 

Payment of — to persons other than the payees or their d-tca* ion under 

orders of courts 

Payment of — to planters and others residing at place* not sirred daily 
by postmen and payees in Indian States 

Payment of — to residents at hotels, clubs, etc 

Period of currency of inland — and their detention in office of payment 

beyond that period 

Post offices authorised to pay — by pay order and procedure to bo 

followed by them in such cases 

Preparation and submission of Abstracts of daily total > of — and 
paid 

Preparation and submission of — returns for Audit office* , 
Preparation of daily journals of — issued or paid by sub -offices and 
their despatch with copies of receipts or paid orders 

Preparation of inland — for despatch ...... 

Preparation of journals of issued aud r aid for tho Audit odr - 

Preparation of summaries of monthly total? of — iosu>“. - 1 . . 

Procedure relating to — in deposit 

Procedure relating to payment of — by villago postmen 
Procedure to be 4 ollowed in respect of — paid to wrong j>l laon- 

Procedure to be followed in connection with inland — 1 by Tele- 
phone Revenue office ....... 

Procedure to be followed in respect of inland — from trt t-uue- . 

Prohibition against acceptance by village postmen of * ■*- * fa" 
of— 

Prohibition against alteration of names or addresses ofpaj eo* or * w oppa 0 >* 
of payment or repayment of amounts of — to remitters without in- 
structions from offices of issue ....... 

Prohibition against redirection or disposal in any other way of — under 
instructions from persons whose identity with tho pay — * is nut estab- 
lished 

Realisation of amount of inland — ....... 


Receipt by money order clerk of paid and unpaid — from potmen ani 
examination and stamping of those paid by postmen and at window . 

Receipt by the money ordor clerk of paid and unpaid — from =nib -ac- 
count clerk and examination of orders paid by subordinate offices 
and village postmen 

Receipt of undisbursed amounts of — brought back by postmen . 

Redirection of inland — 


Repayment to remitters of unclaimed or refused — . 

Responsibility of postmen for correct payment of — and .rit 1 i c identi- 
fication of payee 

Return by village postmen of unpaid — ...... 

Sorting of inland — and preparation of money order envelopes 

Sorting of — received for payment 

Special precautions to be taken in paying — seriously delay*! in transit 


706 

17 

260 

261 

289 

272 

306 

b93 to 310 


303 
249 

304 
307 
276 
650 
269 


246 

215 

722 

296 


283 

243 

265 

267 

266 
283 
706 

709 

724 

250 

255 

254 
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INDEX, 


Rvxjml 

•Money order(s) — condd , 

Stamping of — and postmasters* duties relating thereto . . . 239 

Stoppage of payment of inland — by remitters 295 

Supply of funds for payment of — 235 

To be placed in deposit • 270 

Transactions relating to — not to be performed on Sundays and Tost 

Office holidays 2 

Transfer to sub-account clerk of — for payment by village postmen and 

branch offices and supply of cash to village postmen . . « 259 

Treatment in head office of — payable at sub -offices .... 254 

Money order envelope(s)— 

Closing of — and transfer to registration clerk for despatch . . 252 

Despatch of — in registered bag entered in registered list . 165 

Manner of opening—- 254 

Preparation of station and sorting — 250 

Money order joumal(s) — 


Receipt and examination by head office of daily sub-office 
documents . . « * 

Money order stamp (s)— 

Supply of two round — for use of postmaster and next senior official 
Motor car(s) — 

Issue of a Broadcast receiving license for use of a receiving set in— • 

N 

Newspaper (s)— 


Detention of— . 17 

Disposal of refused — posted by publishers . . . « . 145 

Registration of — . . . 77 

Mo -d&k villages — 

Treatment of articles for— „ 147/1 

No-delivery office(s) — 

Delivery of v.-p. articles from tin. window of — . . |. « 4 222 

Disposal by — of telegraphic advices for t. m. os. i sued by them and 

treated as unclaimed or refused ....... 357 

Procedure relating to the delivery of insured articles from the window 

of — 203 

Treatment of unclaimed v.-p. articles in — ..... 231 

Treatment of v.-p. articles posted at— 210 

Mo insurance office(s)— 

Treatment of insured articles c ddressed or redirected to — . . . 209 


11 No interest 99 account^)— 

See u s. b. accounts **. 

44 No interest 99 cash certificate^) — 

See u Cash certificates ”, 

Nominal roll— 

Maintenance oi — in post offices . 4 
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INDEX. 

Rules. 

Non-combined receiving dffiee(s) — 

Rules for — for telegrams ........ Appx, G, 

Non-delivery notice — 

Issue of — regarding undeliverable inward foreign parcels ... 103 

Non-dutiable art)icle(s)— 

List of — likely to be imported by foreign post H 

Non-judicial stamp(s)— 

Stock of — in post offices 44 

Non-responsibility— 

Of the Post Office for the contents of v.-p. articles .... 229 

No. slip(s) 

Pasting of registration — to insured articles for despatch . . , 200 

Pasting of — to registered articles 174 

Note(s) — 

See “ Non-dutiable articles ”, 

Notice(s) — 

Attachment of a copy of the prescribed form of — to the receipt of a 


foreign parcel charged with customs duty 182 

Issue of- — in cases of interruptions of mails during trarsit by railway 53 

I-sue of - — to planters and payees of money orders in Indian States . 260 

Preparation and distribution of— on receipt of message regarding 

despatch of inward foreign mail from Bombay ..... 52 

Prohibition against redirection of an article if — of its arrival has once 

been tendered to the addressee - 132 

Supply by Superintendent of — of hours of business to post office* and 

distribution and exhibition of these notices ..... 51 

Notice(s) of miscoimection — 

Inclusion in mail bags of — by sorting sections and preservation of such 

notices 53 

Not known and left — 

Precautions regarding — articles in deposit ...... 129 

O 

Office(s) of exchange — 

Action to he taken by — in cases where fresh commi-sion is chargeable 

for redirection of foreign money orders ...... 320 

Action to he taken by — in respect of foreign money orders telegraphed 

to them 370 

Documents prepared by — in respect of inward foreign money orders . 31 7 

Memo, of instructions for the guidance of the Indian offices of money 
order exchange in dealing with foreign t. m. os. (including Indo -Ceylon 
and Indo-Aden telegraphic money orders) Appx. C (a) 

Instructions for — in dealing with foreign money orders . . . 311 

Receipt by — of lists of inward foreign t. m.os. and attested copies of 

advices ........... 364 

Supply of special instructions to the — in dealing with foreign air mail 
money order 322-A 

I 
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INDEX. 


Rotes. 


Official money order(s) — • 

See “ Money orders 

* 4 On His Majesty’s Service ” — 

Disposal of postal articles superscribed 

Opening of accounts — 

See “S. b. accounts *\ 

Order book(s) — 

Entry in — of the res* i It of examination of s< rtiug clerks and m«*il lags . 
Entry in < — of the result of inspection of a head office and submission of 
a copy to Head of the Circle , ... 

Entry in — of the result of te it of postmen’s work .... 
Noting in — of result of examination of articles re-directed . • 

Po toaster’s — and particulars of entries to be made in it . 

Overseer(s) — 

Exchange of remittances between two sub-offices tf .rough — 


P 

Paeker(s)— 

Duties of— ........... 

Duties of — in changing date and other type and charge of labels 
Employment of mail peons as — 

Security to be given by — . 

Stamping of articles and closing and sealing of bags by postmen or — . 
Packet(s) — 

Prohibition against acceptance of — containing trade circula f and ad- 
vertisements for distribution 

Treatment of — prepaid with postage in cash . 

Jacket hag(s) — 

Receipt and despatch of — . . . . . • . < 


Parcel (s) — 

Acceptance of outward foreign — presented for despatch 

Delivery of — , endorsed “ for open delivery ”, for — containing more 
than one co'mmunication ........ 

Detention of inland — in the office of delivery ..... 

Disposal in head office of agreements signed by senders of — with 
charges prepaid .......... 

Disposal in head office of receipts for — 

Disposal of — in the office of delivery ..... 

D sposal of — received in sorting mail bags ..... 

Entries in parcel abstract of the tctal numl er of — (except v.-p.' made 
over to each clerk, in offices when delivery is in use . 

Entry of particulars of unclaimed - charged with customs duty in the 
list of parcel receipts ... . 

Extra expendituies urur.ed for del very of heavy-— .... 

Mode of disposal of unclaimed— ....... 


I0i 


72 


38 


123 

125 

50 

590 


735 

736 
730 
735 

94 


8 

110 

6 % 68 

148 

180/1 

190/1 

627 

626 

107 

78 

164 

190 

165 
190 
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INDEX. 


Parcel(s) — contd. 

Mode of distribution of — for delivery 

Particulars to be furnished in case of enquiry about outward foreign 

Period of detention of — in the office of delivery 

Precautions to be taken regarding — in deposit before delivery . 

Preparation of insured — for despatch 

Prepayment of customs duty and other charges on foreign — . 
Redi'cctionof — .... .... 

Transfer to parcel clerk of — received 

Treatment in head office of refused — charged with customs duty 

Treatment of — containing cultures, etc 

Treatment of — posted at branch offices * ... 

Treatment of — which cannot be placed in parcel bags 
Treatment of unregistered — presented for despatch . 

Value of postage stamps affixed to — to be indicated on the receipt 


Rules. 

180 

152 

190/1 

161 

. 200 

149, 150, 151 
189 
157 
191 

. 173 

177 

. 65 

. 172 

198 


Parcel abstract(s) — 

Classes of parcels to be entered in — accounting for such parcels and ex- 
amination of abstract 186 

Entries to be made in — 155 

Entries to be made in — regarding parcels given over to postmen . 180 

Entry in — of correct weight of every insured bag for despatch . . 197 

Entry in — of the total number of parcels for delivery mfcde over to a 

clerk 164 

Em ry in — of the total number of unregistered parcels for branch offices 

and for delivery by village postmen ...... 181 

Grant of receipts in — in respect of articles for branch offices . . 635 

ISTot kept in no-delivery offices ........ 155 

Receipt of treasurer to be taken in — respecting insured articles for deposit 208 

Recording by postmaster on — of his orders when insured articles of 
greater aggregate value than the prescribed one are entrusted to a 
single postman .......... 202 

Parcel bag(s) — 

Disposal by head office at headquarters of — for D. L. O. . . . 179 

Receipt and despatch of — 68 

Transfer to parcel clerk of — received 157 


Parcel clerk — 

Duty of — in connection with v.-p. articles presented by firms using the 

special form of v.-p. journals. .... . 213 


Parcel list(s) — 

Attestation of — . ......... 160 

Definition and preparation of station — . • • • • 156 

Duties of postmaster regarding examination of — . . . • 195 

Pzeparation of daily and monthly bundles of — 183 

Transfer of — with parcels received to the parcel department • . 107 


1 2 
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INDEX, 


Rules. 


Pardanashin women — 

Delivery of registered and insured articles addressed to — . . 704/1 

Payment of money orders to — ........ 708 

Pass-book(s) — 

Action to be taken if — of depositors closing tb-Ir s. b. accounts are not 

forthcoming .......... 450 

Action to be taken when — of deceased s. b. depositors axe not forth- 
coming 503 

Additional entries to be made in — for minors’ accounts . . . 419 

Credit in — of amount of sale-proceeds of Government securities . . 529 

Custody and disposal of undeliverable — in head offices . . . 408, 492 

Custody of unused — in head offices ....... 407 

Disposal by sub-offices of undelivered — 4:93 

Disposal of lost — presented after issue of duplicate ones . . . 501 

Disposal of — and applications for transfer of s. b. accounts to P. O. 

Savings Bank abroad 481 

Disposal of spoiled — and depositors’ applications for fiesh ones . . 502 

Entries in — of amount invested in Government securities . . . 521 

Entries in — of interest on Government promissory notes and stock cer- 
tificates in custody or on investment certificates .... 530 

Entries of interest in — for s. b. accounts in head offices and despatch of 

pass-books by subordinate offices for the purpose .... 491 

Entries to be made in — and issue of — and their examination by post- 
master 419 

Examination and accounting of — received in head offices . . . 407 

Examination of — and entry of interest in — received in head offices 

from sub and branch offices and disposal of the books , . . 492 

Forms to be used for — 41 8A 

Free transmission of — 406 

Issue of duplicate — 501 

Issue of — in continuation of used-up pass-books .... 500 

Issue of — in lieu of spoiled pass-books ..... . 502 

Preservation of depositors’ applications and receipts for duplicate — by 

head offices 501 

Receipt of — sent to 1 ead office for entry of interest and return to de- 
positors by sub-o£ es. ...... . 493 

Retention by deposito > of used-up — 500 


Pay — 

Accounting of amounts of — disbursed by sub-offices . . . 665 

Accounting of amounts of — disbursed to inspectors of post offices . 664 

Disbursement of — of officials attached to sub-offices and of any inspec- 
tors of pobt offices 004 

Disbursement of — of road establ'shments attached to sub-offices . 666 

Disbursement of — to be made out of cash collection .... 581 

Payment of officers’ — bills ... . 667 

Pay-bill(s) — 

See “ Pay ’ . 
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INDEX. 


Kui.es. 

Payment(s) — 

Debits to be treated as unclassified — ...... 579 

Examination of Indian postal orders presented for — . . . . 402/16 

In cash and currency notes 18 

Of Indian postal orders at branch offices 402/ 23/1 

Of Indian postal orders to be made to , he public either direct or 
through a bank 402/14 

Of Indian postal orders to holders. An ounts payable Low to be 

calculated 402/18 

Order of — of Indian postal orders by postmaster .... 402/17 

Preparation of Memo, of admission of — in Sa\ ings bank accounts in the 
case of a warrant of payment lost 442/1 

Procedure regarding — of crossed Indian postal orders . . . 402/19 

Submission of abstracts of — of Indian postal orders to Audit office . 402/27 

Pay order(s) — 

Money orders payable by — not to be entered in register of money orders 

received ........... , 255 

Procedure for payment of money orders by — . . . . . 272 


Pearl(s) — 

See 44 Non-dutiable articles 
Penalty — 


For abuse of privilege of free redirection ...... 9 

For asking for commission or present on payment of a money order . 706 

For asking or receiving commission or present by village postmen . . 720 

For incorrect entries in t. m. o. receipts ...... 343 

For making public any information received officially .... 17 

For neglect of duty on the part of a postman . . . . . 714 

For non-detection of discrepancy between the amount for remittance as 

entered on a v.-p. article and the v.-p. money order relating thereto . 219 

For not furnishing information regarding death, insolvency or change of 

address of surety when known to principal .... Chap. 13, N. B. 

For wilfully detaining or delaying any postal article by a postman or 

falsely representing it as undeliverable 713 

Penny postage stamp(s) — 

Safe custody of — 23 

Plague — 

Treatment of parcels containing living germs of — .... 173 

Planter(s) — 

Accounts of postage with — and others 122 

Delivery of postal articles for — and others ..... 34 

Issue of notices to — and to payees of money orders in Indian States . 260 

Policy — 


Revival of— under discretionary power of the Director-General . . Appx. F., 

Part II, rule 

4. 
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INDEX. 



Accounts of — with planters and others • ••••• 122* 

Accounts of — with postmen and window delivery clerk . . . 124 

Adjustment of accounts of — with village postmen .... 725 

Attestation of — charged on official articles 115- 

Cases in which additional — is to be charged on articles reported by the 

public 74 

Duty of postmaster in connection with taxing with — of certain 

classes of articles on delivery 115 

Entries in b. o. ^summary of amounts of — due on articles of the letter 
„ mail sent to branch offices . 648 

Entry in deposit account of — due on unpaid articles delivered . . . 142* 

Entry in s.-o. daily account of details of— due on articles received 

direct and taxed by sub-office ....... 608- 

Entry of total — due on unpaid articles despatched to D. L. O. . 147* 

Inchision in s.-o. summary of — , cash or stamps in transit from the head 

office to sub-offices ......... 630- 

Method of accounting for — due on unpaid articles in sub-offices . 118« 

Payment to clerks concerned of the amounts of — , etc., realised by post- 
men from addressees 712* 

Preparation of receipts in respect of registered articles or paicels on 

which — or any fee is due ........ 180- 

Rates of — applicable to foreign parcels include registration fee . 148 

Realisation of — or any other sum due on a postal article before delivery 

by postmen .......... 702* 

Refund of — or registration fee not admissible for v.-p. articles originally 


posted in a letter-box and then presented for despatch ... 3& 

See 6i Forward postage.” 

See Letter postago ”. 

Postage due — 

Entry of — on articles included in forward bundles .... 80 

Stamps to be impressed on articles on which postage is due . 115 

Postage stamp(s) — 

Classes of officials to be authorised to sell — > fixation of the amount to be 

advanced to, and check of the balance held by, each official . . 45' 

Custody of — , etc., in sub-offices 661 

Examination of — affixed to British or Irish postal orders . . . 388* 

Examination of — affixed to Indian postal oiders in enhancement of 

value 402/15 

Mode of disposal of — , envelopes, etc., in quantities less than a complete 

packet 44 

Purchase of — by sub-offices 680* 

Sale of — by village postmen 715 

Value of — affixed to a packet or parcel for registration should be 
recorded on the receipt 171. 

. Postal and Telegraph service article(s) — 

Delivery of — 10j 

Distinguishing letters to be placed before Nos. of — .... 236- 
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INDEX. 


Rules* 


(Postal article (s) — 

gement for distribution of — to postmen for delivery 
Attestation of postage charged on official — . 

Cases in which additional postage is to be charged on — reposted by the 
public 

Classes of — to be transferred to the deposit department at the time of 
delivery ....... 

Classes of — which may be received into deposit and manner of their 
disposal 

Collection and registration of — by village postmen . 

Custody of unregistered — of the letter mail while in deposit 
Delivery of — addressed to public officers . , 

Delivery of — on which customs duty is due 
Delivery of — to illiterate addressees . . . . 

Delivery of — to persons other than the addressees under orders of 
courts for their detention , 

Delivery of — to planters and others 
Delivery of registered — and parcels • 

Delivery of unregistered — of the letter mail addressed generally or by 
name to scholars or students of a school or college 

Delivery of unregistered — of the letter mail addressed to a person care 
of another person 

Despatch of unpaid — from head office to its subordinate offices 
Disposal of — received by sorting department from other departments 
of a post office 

Disposal of refused — • . 

Distribution of paid — received for delivery * 

Distribution of unpaid — for delivery 

Entries to be made in b. o. summary in respect of — given to village 
postmen for delivery 

Instructions regarding delivery of — by postmen 
Less of postal articles given out for delivery . 

Mode of sorting of — 

Noting by postmen of the address of — in case he cannot read the 
language in which it is written ...... 

Preparation of insured — for despatch ..... 
Preparation of registered — for despatch ..... 
•Process of redirection of unregistered — of the letter mail . 

Prohibition against giving information relating to a — or transaction 
Prohibition against careless and needless redirection of— . 

Receipt by delivery department of — returned as undelivered and their 
re-issue 

Redirection of — issued from D. L. 0. 

Redirection of — prepaid at inland rates of postage 
Redirection of — received by foreign post 
Registration of — of the letter mail by mail peons 
-Report regarding loss of — by postmen 


9b 

116 

74 

113 

m 

722 

126 

101 

182/1 

704 

17 

34 

161 

no 

no 

85 

80 

145 

no 

121 

649 

701 

98 

84 

697 

200 

174 
132 

17 

135 

123 

139 

136 

137 

175 
7X0 
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INDEX. 


Postal article(s) — contd . 

Responsibility of postmen for correct delivery of — and mode of identifi- 
cation of addressee 

Rules regarding delivery of — by village postmen . 

Separation of — taken fiom letter-boxes 

Signature or thumb-impression of addressees of insured — to be token 
on receipt and acknowledgments ....... 

Sorting of unpaid — ......... 

Taxing of — with postage on delivery 

Terms to be used in marking causes of non-delivery of — . 

Treatment in office of delivery of refused — ..... 

Treatment of— for no *ddk villages 

Treatment of machine-franked — in the offices of posting and delivery 
Treatment of missent and misdirected — ... 


Treatment of missent registered — 

Treatment of — addressed to care of station masters returned as undeli- 
vered ........... 

Treatment of — of the letter mail brought in by village postmen for 
registration .......... 

Treatment of — presented for insurance ...... 

Treatment of — presented for registration • ... 

Treatment of — presented for registration, of which insurance is com- 
pulsory 

Treatment of — received in direct bags from France and redirected by 
any French post office in India ....... 

Treatment of — redirected 

Treatment of — registered by village postmen and disposal of receipts 

Treatment of registered — suspected or found to contain prohibited 
articles 

Treatment of unpaid — received for delivery ..... 

Treatment of unpaid — received for delivery from subordinate offices or 
by village postmen ......... 


Postal business — 

Knowledge of — by postmen 

Knowledge of — by village postmen ...... 

Postal confirmation(s) — 

Action to bo taken when — are received before telegraphic advices 
Despatch of — tor inland t. m. os. by offices at non-telegraph stations 
Despatch of — for inland t. m. os. by offices c i telegraph stations 
Disposal of — for inland t- m. os. redirected ..... 

Disposal of — in respect of outward foreign t. m. os. . 

Disposal of — ot foreign money ordeis telegraphed to offices of exchange 
Examination and disposal of — received ...... 

Examination by postmaster of — for inland t. m. os. 

Not to be received in respect of inward foreign t. m. os. 

Preparation of — for inland t. m. os. 

Watch to be kept for — 


Rules*. 


709* 

720 

75 

20T 

119 

115 

144 

191 

147/1 

30 

140 
187 

146 

176 
19& ‘ 
171 

171 

35 

141 
65a 

171 

108 

131 


692 

716 


353 
332 
331 

354 
362 
370 
353 
329 
364 
329 
35a 



26U 


INDEX, 


Postal official(s) — 

Free quarters for — . . 

Postal transaction(s) — 

Hours for — with the public shown in notices of hours of business • 
Payments to be made in cash or currency notes in connection with — 
Prohibition against giving information relating to . . • « 

Post and Telegraph Pocket Guide— 

Supply of copies of — to mail peons . 

Supply of copies of — to postmen • 

Supply of copies of — to village postmen 

Post bag(s) — 

Classes of articles that will be enclosed in — when the District officer is at 
headquarters . . • 

Classes of articles to be enclosed in — whentbe'Disi rict offioer is on tour 
Conditions for grant of privilege of District officer s’ — ... 

Despatch of — from the camp of an officer entitled to use it . 

Manner of despatch and delivery of— • . • • . 

Method of closing — ......... 

Persons entitled to privilege of using District officers’ — . . * • 

Procedure for enclosing registered articles in — . . . . . 

Procedure for enclosing unpaid articles in — • , . . 

Procedure to bo followed in ease of transfer of Dietrict officer entitled to 
the use of " ....»- t « . . 

Post Boses and Post Bag(s)— 

Terms and conditions, etc., for the renting^of — . 

Post card(s) — 

Maintenance of a sufficient stock of — in a post office • • ♦ 

Poste Re&tante — 

Precautions to be taken in holding'in deposit of — articles • . , 

Postmasters) — 

Authority of first class— to allow a village postman to deliver v.-p. 
articles exceeding prescribed li mit of val n e 

Duties of a head — in connection with service books and service soils . 
Duties of — in connection with clearance of letter-boxes 
Duties of — in connection with^deposit department .... 
Duties of — regarding the work^of sorting 

Duties of — respecting accounts of subordinate offices and submission 
of reports in cases of irregularities noticed ..... 

Duties of — in connection with exchange of mails between mail clerks 
and other officials 

Maintenance by — of an order book and pariieul ars of entries to be made 
in it 

Responsibility of — to see that powers of his own office and of subordi- 
nate offices are not exceeded ....... 

Sleeping accommodation of — in post office 

Supervision by — of the delivery work 


Rules. 

37 

51 

18 

17 


726 

662 

716 


683 

684 
682 
688 
687 

689 
181 

685 
GS6 

690 
300/1 

44 

129 


221 

49 

73 

* 325 
72 

576 

56 

56 

41 

37 

Si 
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INDEX 


Postraasterfs) — contd. 

Supervision by — over postmen • 1 . . . # * 

Supervision of different departments and over the employee's of a post 

office by the. — 

Postmen — 

Accounts of postage with — 

Authority of — to take back an article on which payment of charges is 
delayed • • • 

Cheek by — of articles received for delivery’’ with the entries m the deli- 
very slip 

Communication to — of addressees’ instructions regarding delivery of 
articles and payment of money orders ...... 

Entry of intimations for addressees relating to v.-p. articles in the Book 
of receipts for intimations and notices delivered through — . 

Entries to be made in the visit book of — ..... 
Examination by — of articles entrusted to them for delivery 

Exchange of remittances through — , tillage postmen, overseers or other 
subordinates 

Instructions regarding delivery of articles by — . . . . 

Limit of value of insured articles to be given out for delivery through 
— and measures for security of such articles ..... 

Limit of value of single v -p. articles to be delivered through — . . 

Mode of distribution to — of registered articles and parcc* * for delh ery 

Noting by — of the address of an article in case he cannot read the lan- 
guage m which it i s written 

Payment by — of postage and other sums realised by tlvm 
Payment of money orders by — and adjustment of account* with them 

Payment of telegraphic advices by — 

Penalty for neglect of duty on the part of — 

Penalty for wilful detention or delay in delivery -of a postal article by— 

Return of undelivered articles by — 

Sale of stamps, etc., by — 

Stock of forms to be carried by — — when proceeding or. their beats . 
Supervision by postmaster over the work of — . . # . # 

To have knowledge of postal business 

Postmen’s badgo(s) — 

— to be worn by postmen when on duty • • • . . 

Postman’s book(s) — 

Entries to he made in — • 

Post Office — 

Non-responsibility of — for the contents of v.-p. article* , 

Post Office holiday(s) — 

Accounting of express inland t. m* os. issued on — . . # 

Action to be taken if telegraphic advices are received for payment on— 
or after journal is closed 

Despatch of account bags on — 

Prohibition against remittance of cash in account bags to be received 
in head office on Sundays or — 

Relaxation of work on Sundays and— 


Rtrt.123. 

07 

08 

124* 

702 

164 

133 


222 

651 

698 

590 

701 

197, 202 
221 
180 

697 

712 
706 
708 
714 

713 
711 
695 
694 

97 

692 

693 


229 

338 

341 

601 

615 

2: 
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INDEX. 


flPost office Insurance fund — 

Rules relating to — 

Power- o f-al to rue y— 

Discharge of cash certificates at offices of registration by persons holding 
general — from holders ...... 

Payment to persons holding general — from s. b. depositors 
Presidency post office — 

Instructions relating to the inspection of a — • . 

Princo(s)— 

Customs duty on articles for personal use of — in India 
Principal— 

Deln cry to — of unregistered articles addressed to scholars 
Prisoner — 

Treatment of an unpaid letter or other article addressed to a — in jail 
of which delivery is not taken 
Privileged soldier s account « — 

Meaning of and special instructions relating to — 

Special entries to be made in advice of transfer of — from one head office 
to another ....... 

Professional letter-writer(s) — 

Approved candidates and relatives of clerks not to be allowed to 

work as - 

Provident Fund account (s) — 

Special instructions relating to Teachers’ — 

Public account(s) — 

Additional entries in pass-books for — * 

Entries to be made in index-cards for — . 

Relaxation of monthly limi^for withdrawals fiom — in connection with 
purchase of cash eeilifieafes .... 

Special inductions relating to — 

Special entries to be made in advice of transfer of ■ 
office to another ...... 

Withdrawals from — 

Public officer(s) — 

Delivery of postal articles addressed to — 

Punishment register(s) — 

Submission of extiac.s from — to Head of the Circle 


from one head 


R 

Railway — 

Receipts relating to mails conveyed by — 

Railway telegraph office(s) — 

Action to be taken in respect of telegraphic advices received from local — 
Rate of conversion — 

Applicable in the case of propayment of customs duty and other charges 
on parcels for Great Britain and Northern Ireland .... 

Of value of foioign insured parcelb into Indian currency 
Receipt (s) — 

Additional entries to be me le in — in cases where extra fee is roalised 
for inland t. m. os. presented during dosed hours in telegraph offices 


Rules 
Appx. F. 


547 

442 


II 

no 

145 

426 

464 

l 

428 

418 

415 

535 

425 

464 

448 

101 

54 

61 

338 

148 

42 

3i 4 
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INDEX. 


Rules. 


Receipt(s) — contd. 

Are not exchanged when mails are conveyed by runners or in boats 

Cases in which — should be taken from addressees of redirected articles 
and disposal of such receipts 

Credits to be tieated as unclassified — ...... 

Disposal by head office of spoiled money order — received from sub- 
offices ........... 

Disposal in head offices of — for all inward foreign and inland parcels 

charged with customs duty 

Disposal in head offices of parcel — ....... 

Disposal of Accountant-General’s — for Government promis- 
sory notes exchanged in lieu of investment certificates 

Disposal of m. o. — in respect of money orders issued in connection with 
v.-p. articles delivered and examination of the receipts by the post- 
master ........... 

Disposal of — for articles registered by mail peons .... 
Disposal of — for postal ai tides received from branch offices 
Disposal of — for unpaid t. m. os. . 

Disposal of — for v.-p. articles delivered at branch offices . 

Disposal of — regarding articles brought in by village postmen for regis- 
tration ........... 

Disposal of — regarding articles registered by mail peons . 

Disposal of — relating to articles delivered ..... 
Disposal of — relating to articles registered by village postmen . 

Disposal of — relating to missent, redirected, unclaimed or refused 
v.-p. articles .......... 

Disposal of — relating to redirected parcels 

Disposal of — relating to refused foreign articles .... 
Disposal of — relating to registered articles redirected 

Disposal of — relating to unclaimed foreign registered articles of the 
letter mail .......... 

Disposal of — relating to v.-p. articles delivered by postmen . 

Disposal of t. m. o. — ......... 

Disposal of v.-p. article and v.-p. money order — .... 

Entries to be made on — respecting foreign parcels on which customs 
duty and other charges have been prepaid 


Examination and disposal of t. m. o received from sub -offices , 

Examination by postmaster of all — for parcels .... 

Examination in head office of copy of money order — received from sub- 
offices 

Examination of — relating to postal articles delivered 

Examples of cases in which money order — will be treated as spoiled and 
disposal of such receipts 

For articles made over from one official to another .... 

For pass-books made over by depositors for despatch to another post 
office for an;/ purpose tor which free transmission is allowed 

Grant of — by village postmen in respect of articles registered by them 

Grant of — fti value of postage stamps advanced to mail offices and 

their custody 


64 

9 

579 

251 

166 

626. 

522* 

227 
728 
184 
358 
644 

176 
175 
183, 184 
653 

232 

189 
191 
188 

190 

225 

348 

228 

149, 150 
& 151 

349 
195 

251 

183 

244 

26 


406 

721 

45 
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Receipt(s) — contd. 


Grant of — in appropriate documents for articles given to postmen for 
delivery 

Grant of — in respect of remittances made over loose or enclosed in cash 
bag to a carrier 

Grant of — in respect of remittances made through special carriers 

Instructions relating to books for the entry of — on transfer of current 
work from one official to another ....... 


Issue and disposal of provisional — for cash certificates or Accountant- 
General’s acknowledgments tendered 

Issue of — in respect of foreign money orders .... 

Overseers’ — for amounts of pay of road establishments to be treated 
acquittance rolls for pay 

Penalty for issue of money order — on unauthorised forms 

Period of preservation of — for inland registered articles of the letter and 
parcel mails 

Postal articles not to be left with the addressee or his agent until — have 
been signed in ink and returned, and disposal of such receipts . 

Preliminary — for first deposits in Savings Bank in sub -offices . 
Preparation and disposal of lists of parcel — .... 

Preparation and disposal of — for telegrams to be delivered by post 

Preparation and issue of money order — 

Preparation and issue of — for inland telegraphic money orders . 
Preparation of attested copies of addressees’ — . . . 

Preparation of — for articles insured 


Preparation of — for inward foreign t. m. os. 

Preparation of — for registered articles or parcels on which postage or 
any fee is due 


Preparation of — for senders of v.-p. articles 

Preparation of — for v.-p. articles for delivery and entry of redirection 
feo on them .......... 


Preparation of — for senders regarding registered articles . 

Preparation of — for addressees respecting registered articles of the letter 
mails and registered parcels ........ 


Preparation ot t/. in. o. — 

Presentation of — duly signed before delivery of v.-p. articles exceeding 
prescribed limit of value ........ 


Prohibition against sub -postmasters signing — for pay disbursed to 
postmen, etc. .......... 

Relating to inward foreign parcels ....... 

Relating to mails conveyed in charge of commander of a vessel . 
Relating to mails conveyed in charge of a Railway guard . 

Respecting postal articles to be taken from village postmen 
Return by postmen of — for registered articles delivered . . . 

Return of signed — by village postmen ...... 

Separate — taken for pay disbursed to officials on leave, etc., to be 
txeated as acquittance rolls 

Signature on and disposal of — for insured articles .... 


Rules. 


699 

597 

616 


26 


559 

313 

666 

244 

164 

703 

419 

167 

112 

244 

327 

185 

198 

364 

180 

210 

221 

171 

159 

343 

222 

664 
182 
62 
61 

654 

183 

723 

665 
207 
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Rules. 

Receipt(s) — condd. 

To be taken for remittances made through special carriers - 28 

To be taken or given in mail lists when mails are exchanged under 

contract 63 

Treatment of — treated as spoiled in branch offices and on conversion or 

closing of branch offices . 645 

Receipt book(s) — 

Grant of receipt in savings bank clerk’s or cash certificate clerk’s — re- 
garding documents sent to branch offices ..... 635 

Maintenance of a — by postmaster and each clerk in a post office • 26 

Maintenance of a — in a sub-office for entry of cash entrusted to post- 
men for purchase of stamps . 26 

Record(s) — 

Inspection of — of a post office under orders of a court ... 17 

Periods of preservation and mode of disposal of different classes of — 25 

Prohibition against examination of — of a post office by a person not 

belonging to the Department 17 

Redirected articles — 

Cases in which receipts are to be taken from addressees of — . . 9 

Separation of — into paid and unpaid, and their disposal . . 141 

Treatment of insured — in offices of delivery ..... 209 

Redirected inland money order(s) — 

See £C Money orders 

Redirected telegram(s) — 


Marking of the co\er containing — 138 

Redirected v.-p. article(s)— • 

Treatment of — in the original office of del i\ery .... 232 

Redirection — 

Articles for — to be transferred to deposit department . . . 113 

Conditions for and mode of — of parcels and realisation and aecount- 

ingfor fees payable for the service ..... . 189 

Despatch to the office of posting of intimations regarding — of v.-p. 

articles and entry in the v.-p. journal of revised office of destination 232 

Of articles from French settlements in India ..... 35 

Of articles of correspondence received by foreign post ... 137 

Of articles prepaid at inland rates of postage ..... 136 

Of foreign money orders ........ 320 

Of foreign parcels out of India 189 

Of inland money orders 283 

Of inward foreign t. m. os. . . . . . . . 364 

Of paid and unpaid articles 141 

Of postal articles issued from D. L. 0 139 

Of telegrams posted by a telegraph office 13S 

Of telegraphic advices of inland t. m. os 354 

Of unclaimed or refused telegrapliic advices , - 357 
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INDEX. 


Redirection — contd. 

Penalty for abuse of privilege of free — 

Procedure for — of registered articles of the letter mail 

Process of — . 

Prohibition against careless and needless — 

Prohibition against — of v.-p. articles which or the arrival notice of 
which has once been tendered to the addressee .... 

Prohibition against — or disposal in any other way of money orders 
under instructions from persons whose identity with the payees is not 
established 

Prohibition against — to a revised address if an article, or notice of its 
arrival, has once been tendered to the addressee ... 

Treatment in head offices and in sub-offices in charge of selection grade 
officials of articles for — ........ 


Rums. 

9 

188 

132 

135 

230 

263 

132 

120 


Redirection fee— 

Cancellation of — on refused inland parcel 191 

Entry of — in the receipt for v.-p. parcels redirected . . . 221 

Levy of — chargeable on an unclaimed parcel received for delivery 
to sender but returned by him with revised address of addressee . 192 

Preparation of recoipts in respect of articles on which postage or — is 

due . 180 

Redirection slip(s) — 

Preparation of — for inland monej orders to be redirected . . 283 

Preparation of — for t. m. os. redirected 354 

Preparation of — for unclaimed inland money orders . . . 285 

To be pasted toroid inland money orders by offices of payment . , 300 


Refund(s) — 

Disposal of applications for — by sub-offices . , . , . 

Of fee realised for enquiry regarding disposal of or payment for 
v.-p. articles under authority of head postmaster 

Of overcharges on inland t.m. os. ....... 

Of value of British postal orders to purchasers 

Of value of outward foreign money orders to remitters . 

— of the value of Indian postal orders ...... 

Payment of — of telegraph charges by sub-offices and powers of sub- 
postmasters of combined offices in the matter . 

Procedure to be followed for — of extra fee realised on inland t. m. os. 
issued during closed hours in telegraph offices 

Procedure to be followed in respect of inland money orders issued by 
Telephone Revenue office in payment of — of telephone 
rents 

Prohibition against the grant of — of fee paid for post bags in ease of 
transfer of District officers . ...... 


670 

47 

330 

395 

322 

402/21 

672 

334 

246 

690 



INDEX. 


Bulbs. 

Refund notice(s) — 

Disposal of — accompanying foreign parcels (with charges prepaid) re* 


ceived for return to senders ....... 192 

Refused article(s) — 

Disposal of — • . • • 145 

Treatment of insured — in the office of delivery • • « • 209 

Treatment of — if addressed to one person care of another • • 145 

Treatment of — in the office of delivery •••«*« 191 


Refused foreign money order(s) — 
j See 44 Foreign money orders”. 

Refused foreign t. m. o(s). — 

See 44 Foreign t. m. os. 9 * 

Refused inland money order(s) — 

See 44 Money orders”. 

Refused telegraphic advice(s) — 

See 14 Telegraphic advices 99 . 

Refused v.-p. artiele(s) — 

Treatment of — in the office of delivery ...... 232 

Regiment — 

Redirection of correspondence for a — 132 

Regimental account(s)— 

See 44 Conjoint accounts 
Registei(s) — 

Entries in village postmen’s — of articles given to them for delivery or of 

money orders for payment 649 

Entries to be made in — of window delivery tickets .... 100 

Examination of — of a village postman and entry of result in postmaster’s 

order book 39 

Examination of village postmen’s — 656 

Maintenance in head office of — to show the dates of receipt of message 

drafts from other offices 15 

Maintenance of beat instruction — in a post office .... 102 

Maintenance of — of complaints ....... 48 

Maintenance of — of wireless receiving licenses issued by a post office . 32 

Particulars of articles for delivery and of money orders for payment to 

be entered in vill age postman 5 s — 717 

Posting of receipts for intimations regarding v.-p. articles not taken 

delivery of at once in village postman’s — 230 

Signature of the addressee of an insured article in the village postman’s 
— for intimation delivered . 202 

Registered abstract(s) — 

Classes of articles to be entered in — and examination of the $b&&$ct . 1 86 

Entries in — of articles registered 171 

Entries in — of the total number of registered articles for delivery made 

over to each clerk 164 

Entries to be made in — regarding registered articles given over to 
postmen .......... 4 180 
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INDEX. 


Bulbs. 


Registered abstract(s) — contd. 


Grant of receipt in — in respect of registered articles for branch offices 

Not kept in no-delivery offices- . 

Farts of — and entries to be made in oach part .... 

Receipt of treasurer to be taken in — respecting insured articles in de- 
posit 

Recording by postmaster on — of his orders when insured articles of 
aggregate value greater than the prescribed one are entrusted to a 
single postman for delivery 

Recording of weight of each insured bundle in — 

Registered article (s») — 

Delivery of — to a pardamshin woman 

Delivery of — to residents at hotels, clubs, etc. ... 

Disposal of — for delivery from branch offices not authorised to perform 
registration work independently or by village postmen 

Distribution of — to postmen for delivery 

Entry in registered abstract of the total number of — (except v.-p.) 
made over to each clerk • . . 

Examination of receipts for — delivered to illiterate addressees 

Fees pay abl e in respect of — redirected 

Preparation of receipts respecting — . 

Preparation of — for despatch and transmission of acknowledgments 
relating thereto 

Precautions to be taken regarding — in deposit before delivery at the 
window . 

Procedure for redirection of — of letter mail 


Procedure for onclosing — in post bag 

Procedure to be followed in numbering of — 

Special procedure for delivery of — to firms and others who receive a 
large number of such articles ....... 

Transfer to registration clerk of — received from branch offices . . 

Transfer to registration clerk of — received from village postmen . 
Treatment of — suspected or found to contain prohibited articles . , 

Treatment of — of the 3 etter mail and parcels posted at branch offices * 


Registered bag(s)— 

Disposal by head office at headquarters of — for D. L. 0. . 

Disposal of — found in a sorting mail bag 

Disposal of — in the office of delivery . . . ' . 

Inclusion of money order envelopes in — . 

Inclusion of — in mail bag for D. L. 0 

Transfer to registration clerk of — received from branch offices . 

Registered joumal(s) — 

Entries of weights of insured articles in — 

Entries to be made in — 

Entrios to be made in — respecting foreign parcels • . 

Entries to be made in — respecting insured articles . 


635 

154 

154 

208 

202 

201 
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162 

181 

180 

164 

183 

171 

158 

174 

161 

188 

685 

153 

194 

157 

653 

171 

177 


179 

78 

105 

168 

92 

157 


201 

m 

1 48 
198 





INDEX. 

R^X«BS to 

Registered joumai(s) — contd. 

Supply ol special forms of — to firms and offices posting uninsured re- 
gistered articles in large numbers and procedure for acceptance of 

articles entered in such journals 17$. 

Use of separate — for regist ered arti cles of 1 etter and parcel mails . \ 53 

Registered li st(s) — 

Advice of registered articles from branch offices in — . . . 177 

Definition and preparation of station — 153 

Despatch of instruction slips containing instructions from the public to 

subordinate offices entered in — . . . . . . 134 

Despatch of money order envelopes entered in— .... 168 

Duties of postmaster regarding examination of — . . . . 195. 

Entry in — of the amount of postage due on unpaid articles . . 96 

Entry in — of the weight of each cash bag 27,590 

Is a due document 636 

Preparation of daily and monthly bundles of — .... 183 

Preparation of — in connection with despatch of insured articles . . 201 

To be enclosed in branch office bags closed by branch offices . 639 

Registered newspapers — 

Rules regarding 77 

Registered pareel(s) — 

Preparation of receipts regarding — ...... 169 

Preparation of — for despatch and transmission of acknowledgments 

relating thereto 174 

Registered v.-p. joumal(s) — 

Entry of particulars of v.-p. articles for despatch in •— . . . 210 

Register of certificates for payment by the India Office — 

Maintenance by head offices of — 663 

Register of Government securities— 

Entries in — of particulars of applications and Government securities 

tendered for safe custody ........ 623 

Entries in — of particulars of Accountant-General’s acknowledgments 

for Government securities tendered for safe custody . . . 524 

Entries in — of particulars of Government promissory notes exchanged 
for investment certificates or Accountant-General’s receipt for it . 622 

Entries in — of particulars of Government securities tendered for sale . 628 

Entries in — of particulars of Government securities purchased or 

acknowledgment for them . 520 

Entries in — relating to sale of Government securities . . . 629 

Register of issues and discharges — 

Entries in — relating to cash certificates discharged . 553 

Register of money orders for payment by village postmen — 

Entry by village postmen in — regarding money orders received by him 
for payment 

Entries to be made in — ..... 


nr 

650 
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INDEX. 


Register of money orders received — 

Entries in — 

Entries in — by offices of payment relating to inland void money orders 
Entries in ■ — relating to money orders in deposit .... 

Entries in — relating to paid and unpaid money orders received from 
postmen and counter clerk ........ 

Entries in — relating to paid and unpaid orders received from sub- 
account clerk .......... 

Entries in — relating to redirected inland money orders 

Entries in • — relating to void money orders ..... 

Entries relating to inward foreign money orders in — . 

Grant of receipt in — regarding money orders for branch offices . 
Maintenance of a separate — for entry of v.-p, money orders . . 

Money orders received misdirected not to be entered in — . 

Record to be kept in — of dates of despatch of advices of payment of 
inward foreign money order-. ....... 

Register of telegraphic money orders received — 

Entry of telegraphic advices in — 

Entries relating to date and hour of payment of t. m. os. i — 

Exanuna' ion by postmaster of — ....... 

Register of undeliverable pass-books in deposit in head office — 

Entries in — 


Register of v.-p. articles received — 

Completion of — in the absence of v.-p. money orders and also when 
the name ai.d address of the sender are illegible on the article . 

Entries in — in connection with articles delivered from branch cflfices . 
Entries in — of particulars of v.-p. articles received for delivery . 
Entries in — of v.-p. articles received for delivery .... 

Entries to be made in • — showing tho mode of disposal of missent, re- 
directed, unclaimed and refused v.-p. articles . 

Examination of — by postmaster ....... 

Form in which v.-p. articles in deposit should be entered in . 
Grant of receipt in - respecting articles for branch offices . 

Receipt of treasurer to be taken in — regarding insured v.-p. 
articles in deposit 

Registration — 

Of letter mail articles by mail peons . 

Of postal articles by village postmon 

Treatment of articles brought in by village postmen for • — . 

Treatment of postal articles presented for — . . • • 

Registration clerk(s) — 

Duty of — in connection with v.-p. articles presented by firms 
using the special form of v.-p. journals ..... 


RUU38. 

255 

300 

276 

265 

267 

283 

289 

318 
635 
217 
282 

319 


341 * 

348 

353 

408 


219 

226 

219 
164 

232 

220 
219 
635 

208 


375 , 728 
722 
376 
171 


213 
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INDEX. 


Remittance(s) — * 

Avoidance of unnecessary — of cash between post offices . 

by post to be enclosed in cash bags 

Check by postmaster of — between the acc„ unt office and its subordi- 
nate offices ........... 

Cheek in head office of — between its sub-offices and date of their entry 
in s.-o, summary ......... 

Check of — received by post with the entries in the b. o. daily account 

Credit in the h. o. summary and treasurer’s cash book of — received 
from sub-offices and entry of the amounts in s.-o. summary 

Despatch and receipt of- — by post and acknowledgment of receipt of — 

Despatch of through post to head office and advice remittance in 

s.-o. daily account ......... 

Determmation of the mode of — between two head offices . 

Entry by head postmaster in s.-o. daily account of orders for— to 
meet emergencies ......... 

Entries in b. o. summary of — received from branch offices . 

Entry in s.-o. daily account of details of — received and sent 

Entry in s.-o . slips of amounts of — made or ordered by a head office . 

Method of exchanging — between sub-offices 

Mode of and accounting for —between sub-offices in account with the 
same head office •••••••••• 

Mode cf and accounting for — between sub-offices under different head 
offices . • ....... 

Modes of despatch and receipt of — made through post 

Mode of making — • by post ........ 

Mode of sending — to branch offices 

Non-receipt of — advised in s.-o. daily account .... 

Perlirulai s of— -entrusted to a village postman to be entered in his visit 

book 

p ena lty f^r delay in making or acknowledging receipt of — 

Procedure for making — through special carriers and date of crediting 

the — in the sub-office account 

Prucedure relating to the despatch of — to head office through special 
carriers and date of crediting the amounts in the offices of receipt 

Short receipt in head office of — advised ...... 

— to, and drawings from, treasury 

Treatment of — received fro!m branch offices by special carriers 
Treatment cf value of stamps, reply-coupons, etc., supplied to a sub- 
cffi r e as a — .......... 

Remittance advice — 

Preparation and submission of — * • * • • 

Renewal — 

Of wireless receh ing licenses ........ 

Rent money orders — 

Distinguishing letters to be placed before Nos. of — .... 


Rules. 

581 

27 

583 

620 

641 

620 

590 

614 

28 

584 
648 

606 

594 

590 

588 

589 

596 
27, 28 

636 

617 

718 

592 

597 

616 

618 
679 
641 

611 

28 

32 

236 
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INDEX. 


Reply-coupon(s)— - 

Custody of - — in sub-offices . 

Determination of the officer to be entrusted with the sale of — and ins- 
tructions relating to their sales ....... 

Examination by sub-offices of — presented for exchange 

Inclusion of — in cash bags before despatch 

Mode of supply of — to sub-offices 

Requisitions for — to be entered in the s.-o. daily accounts 

Reply -paid telegram form(s) — 

Acceptance of one or more — in payment of telegraph charges on a 
singlet, m.o . 

Rc port(s) — 

By village postmen about damage to telegraph lines . 

Regarding non-receipt of combined office message drafts from any office 
Relating to loss of any article by postman . 

Submission of — regarding abuse of privilege of free redirection . 

Submission of — when the stock of stamps, etc., is in danger of becom- 
ing damaged 

Submission of — in case of loss of postal articles given out for delivery . 

Submission of — regarding carelessness in stamping or defacement of 
postage stamps .......... 

Submission of — regarding delay in despatch of v.-p. money orders 
Submission of — regarding detention of mails ..... 

Submission of — regarding irregularities noticed in the accounts of 
subordinate offices 


Reposted article(s) — 

Cases in which additional postage is to be charged on — 


Rules. 


G61 

45 

663 

27 

601 

611 


327 


715 

15 

710 

9 

44 

93 

103 

217 

60 

570 


74 


Reservist covei(^) — 

Delivery of — by postmen 70 

Delivery of — by village postmen ....... 720 

Rules relating to treatment, delivery, etc., of— Appx. A. 

Treatment of — .......... 169 


Return(s) — 

Dates for submission of s. b. — to Audit office . 

Manner of despatch of money order — to Audit offices 
Mode of submission of — by head offices to the Audit office . 
Periodicity and preparation of half-yearly village — 
Preparation and submission of money order — for Audit offices 

Returned ariicle(s) — 

Cases in which additional postage should not be'oharged on— 
Treatment of — addressed to care of station masters * , 


. 494 

310 
29 
6 

. *303 to 310 


74 

143 
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INDEX. 


-Revenue money order(s) — 

Distinguishing letters to be placed before Nos. of— , 
Payment of — by book transfer • • • , , 

Reversible bag(s) — 

Use of — in exchanges with D. L. O. * 

Revival — 

Of policy under discretionary power of the Director-General 
Route list(s) — 

Preparation and supply of — . * 

Supply of — to village postmen . 

Royal Navy — 

Articles for use of officers of — are exempt from duty . . 

Runner(s) — 

Conveyance of mails by — 

Not to be present when mails are closed . , , , 


Rules, 

236 

268 


• 147 

• Appx. F., 
Part II, rule 
4. 

• 5 
715 

► 11 


64 

94 


S 

Safe(s) — 

Custody of insured articles in office — until the time for preparing the 
mail for despatch ......... 


Instructions relating to the keeping of cash balance, postage stamps, 
etc., in reserve — ......... 

Keeping the reserved ptock of stamps in — 

Locking up of all money and valuable property in office in — and pro- 
hibition against keeping private money or property in office — . 


200 

23 

44 

23 


Sale(s) — 

Entries of — of Indian postal orders in journal .... 

— of Indian postal orders by head and sub-offices 
Savings Bank — 

Acceptance of cheques and crossed British postal order for — deposits 
Conditions for opening of — accounts, etc. .... 

Interest Table 

Post offices authorised to transact — business .... 
Responsibility of postmaster in connection with — transactions . 
Savings bank office(s) — 

Offices that are — ......... 

S. b. Account(s) — 

Action to be taken in the event of change of name of depositors of 

Adjustment of overpayments or short payments in — 

Applications for transfer of — ...... 

Blind persons to be treated as illiterate in connection with 

Calculation of interest in the case of — closed .... 

Deposits and withdrawals of fractions of an anna in and from . 

-Deposits in — in branch offices ... 


402/9 

402/8 

409 
406 

Appx. D. 
404 

403 

404 

499 

498 

460 

414 

488 

410 
455 
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INDEX. 


S. b. Account(s) — contd . 

Disposal of applications for opening — . 

Mode of closure of — • » 

No. of closed — not to be used again 

Opening of — for deposit of tie amounts of compassionate gratuity- 
sanctioned by a Provincial Q ovemm ent 

Powers of sub -postmasters to sanction withdrawals from — 

Procedure in head offices in respect of — closed at sub-offices . 

Procedure in head office on — being opened in sub -offices (or their branch 
offices) ........... 

Procedure relating to — closed at branch offices . 

Procedure relating to — not bearing interest and change of such accounts 
to interest-bearing accounts or vice versd 

Procedure relating to — opened at branch offices . 

Receipt of first deposit and procedure to be followed till issue of pass- 
books 

Serial Nos. of — 

Special entries to be made in advice of transfer of — bearing no interest 
Special instructions in respect of — opened in the name of firms . 
Special instructions relating to — of Military orphans .... 

Special instructions relating to — opened for deposits of amounts of 
compensation payable under the Workmen's Compensation Act 

Special instructions relating to — opened for deposit of values of lost 
Government currency notos and lost Government securities 

Special instructions relating to — opened for judicial deposits 

Special instructions relating to — opened solely for making investments 
in Government securities 

Special instructions relating to convicts’ — 

Uniform spelling of names of depositors of — 

S. b. balance(s) — 

Payment of — to heirs of deceased depositors through the British Lega- 
tion at Nepal .......... 

S. b. deposit(s) — 

See i( Deposits 

S. b. joumal(s) — 

Entries in — of first deposit and their examination by postmaster 
Entries relating to sub-office transactions in — in head office 
Submission of copies of — to Audit office by head offices with documents 

S. b. ledger(s) — 

Closing of every account in — after the end of each year and entry of 
interest therein . 

Entries by the ledger clerk in — and pass-books on first deposit . Jd, 

Entries in — and pass-book of amount invested in Government securi- 
ties . . 

Entries in — of amount of sale-proceeds of Government securities • 

Entries in — of interest on Government promissory notes or stock cer- 
tificates in custody or investment certificates . . • • ; 


Bulks.. 
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443 

451 

433 

457 

421 

454 

419 

418 
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414 
427 

431 

430 

419 

429 

432 
417 
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419 

413 

495 


490 

419 

521 

529 * 


530 
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INDEX. 

Bulbs. 

S. b. ledger(s) — contd . 

Entries relating to sub- office transactions in — 4X3 

Maintenance in head offices of Index to — 459 

Maintenance of — in head offices and their renewal .... 458 

S.Jb. memo(s). — 

Check of details given in — with the documents and vouchers attached 
to them and step* to be taken when any of the documents or vouchers 


is wanting 624 

Disposal of — in head offices 4X3 

Preparation and despatch of — 4X2 

Submission by head offices to audit office of — relating to s. b. transactions 

in sub-office with documents ....... 495 

S. b* money order(s) — 

Distmguiskingletters to be placed before Nos. of — .... 236 


S*b. returo(s) — 

See Beturns 
S. b. slip(s) — 

Entry in — of documents relating to s. b. transactions and disposal of — 600 

Preparation and filing of — . . . . . . , . 411 

S. b. voucher list(s) — 

Submission by head offices of — to Audit office 497 

S.b. withdrawal(s) — 

See " Withdrawals 

ScastefB)**- 


Supply of a pair of — for weighing cash 23 

Scateof feeps)— 

Notice showing — to be charged by professional letter-writers and check 

over it 1 

Schedule of void money orders paid — 

Entries in— 290 

Entries in — of particulars of payment of void inland money orders re- 
issued by Audit office 302 

Delivery of unregistered articles addressed to— or students . 110 

Sea»-b6mfe mail(s) — 

Hours of delivery of — ......... 99 

Sea-going vessel(s)— 

B$$eipts respecting mails conveyed by — 62 

Seal(s) — 

Custody of post office— for sealing franking machines ... 31 

Custody of— in a post office 21 
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INDEX. 


Rotes. 

Sealing-wax — 

Kind of— to be used in closing cash bags *•••., 636 

Security — 

Acceptance of cash certificates as — and their purchase through security 

deposit accounts 566 

Delivery work not to be entrusted to inferior servants who have not fur- 
nished — Chap. 13, N. B. 


Officers furnishing — in the form of personal bonds are bound to report 
death, insolvency or change of address of surety . . . Chap. 13, N. B. 

To be given by packers when entrusted with duty involving handling of 


money 735 

Security bond(s) — 

Safe custody of — 23 

Security deposit account(s) — 

Additional entries in pass-books for — 419 

Applications for transfer of — . 460 

Purchase of cash certificates through — ...... 566 

Purchase of Government securities from — 613 

Special entries to be made in advice of transfer of— from one head office 
to another 464 

Special instructions relating to— 424 

Sub-postmasters not authorised to repay deposits from — . . . 443 

Withdrawals from — ... 447 

Service article(s) — 

Attestation of postage charged on — 116 


Service book(s) — 

Duties of head postmaster in connection with — .... 49 

Service roll(s) — 

Duties of head postmaster in connection with — . . „ . 49 

Shipping agent— 

Delivery of articles addressed care of a — 183, 703 

S.-o. daily account(s) — 

Advice in — of remittances made to head office and of weight of cash bag 

containing remittances ........ 614 

Applications for window delivery tickets to be forwarded to head office 

entered in — 100 

Details of documents to accompany — ... ... 612 

Entry in — of actual cash in hand and the liabilities of a sub-office . 605 

Entry in — of amounts of postage due on redirected articles . . 130 

Entry in — of details of postage taxed on articles received direct and 

taxed by the sub-office 60S 

Entry in — of details of remittances received and sent . . * 606 

Entry in — of details of unpaid articles of the letter mail sent to head 

office as undeliverable ...... ... 607 

Entry in — of particulars of postage and other stamps, postcards, etc. 

and reply-coupons required by sub-office . . . . . 611 

Entry in — of particulars showing state of funds at credit of the sub- 
office in the treasury 609- 
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INDEX. 


S.-o. daily account(s) — contd. 

Entry of document? sent, amount drawn from treasury, etc., in — . 

Entry of particulars of a remittance to head office in — • • * 

Entry of receipts for parcels charged with customs duty in — • . 

Examination of — in head office to see whether any remittance has been 
advised and steps to be taken on non-receipt of it . 

Examination of — to see whether it contains the signature of a clerk 
besides that of the sub-postmaster • •••** 

Examination of — to see whether unpaid articles returned have been 

correctly entered therein . 

Examination of— with special reference to balances authorised and those 

actually held in post offices 

Instructions relating to the examination of balances held by subordinate 
offices as detailed in — #*«•*••• 

Mode of adjustment of an incorrect account item in — • • • 

Particular entries to be transferred from — to s.-o. summary and disposal 
of — . « 


Preparation of — and the particulars to he entered in the copy to reach 
the head office on the last working day of the month • . » 

Receipt in head office of agreements signed by senders of duty prepaid 
parcels, entered in — . • . 

Remarks on — when the remittance and the account do not reach the 
head office simultaneously . « • . • . • . 

See “ Daily accounts 
Sorted arbicle(s)— 

Bundling of — . • • 

Sorting — 

Mode of— of postal articles •••••*»• 

Of station articles taken from the letter-box 


Of unpaid postal articles 

Reservation of separate compartments in a sorting case for — 
Sorting article(s) — 

Disposal of — in the office of delivery • • • • 

Disposal of unregistered — received in b. o. bags . • 

Sorting bundle(s) — 

Disposal of— received in combined mail bags . 

Opening of — ........ 


. Sorting case — 

Alphabetically -labelled — for articles of the classes “ Not known and 
left ” and “ Post© restante ” articles 

Arrangements of the compartments of — 

Closing of — when sorting work is not going on 

Removal of articles, when stamped, to the — 

To be kept locked when not in use 

: Sorting clerk — 

Duty of — for placing account and b. o. bags in proper mall bags • • 

Examination of — in the sorting list and entry of result in order book . 
Key of sorting case to be kept in custody of — 


Rules* 

610 

616 

183 

617 

619 

621 

633 

632 

628 

631 

603 

627 

618 


89 

84 

85 
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83 

109 

79 

79 

84 


129 

83 

73 

76 

87 

91 

72 

87 
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INDEX. 


Rules* 


Sorting closed bundle(s) — 

Disposal of-— for D. L. 0* . S0> 

Treatment of— fox D. L. Os 82 

Sorting list(s) — 

Instructions relating to despatch of parcel and packet bags loose or in 

transit bags are contained in — 68 

To be committed to memory and hung up][near the sorting case . . S3 

Sorting mail bag(s) — 

Opening of— -and disposal of contents 78 

Sorting money order envelope(s) — 

See “ Money order envelopes % \ 

Sorting office(s) — 


Treatment of v.-p. articles in — 216 

Sorting packet bag(s) — 

Disposal of— received in a sorting mail bag ..... 78 - 


S.-o. slip(s) — 

Communication of error in s.-o. daily account by means of— . . 628 

Despatch of window delivery tickets entered in — .... 100 

Disposal of — contained in account bags ...... 691 

Entiy in — of amounts of postage due on unpaid articles sent to sub-offices 

and check of the amount so entered ...... 693 

Entry in — of amounts of remittances made or ordered by head office . 694 

Entry in — of British postal orders and Indian postal orders supplied to 

a sub-office 698 

Entry in— of mode of despatch of remittances to sub-offices and of the 

date of their receipt 597 

Entry in — of postage due on all unpaid articles despatched from head 

office ............ 118 

Entry in — of s. b. slips and documents relating thereto . . . 600 

Entry in — of value of stamps and reply-coupons sent to sub-offices . 695 

Entry in — of weight of cash bags despatched 27 

Preparation of — 592 

Sorting closed bundles — 

PoraD.L. O. . . * 147 

S.-o. summary — 

Date of entry in — of remittances exchanged between two sub- 
offices ........... 620 • 

Entries from s.-o. daily accounts to be copied into— and preparation of 

supplementary — for March 631 

Entry in— of amount of postage due on articles of the letter mail sent 
from head office to sub-offices as well as cash or postage in 
transit between sub-offices in account with the head office . . 630 » 

Entry in — of amounts of remittances 620 

Explanation of the differences in balances shown in the s.-o. daily 

accounts and s.-o. summary 628 

Maintenance of — in the account office and entries to ho made in it . 578 & 670 * 
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Special carrier(s) — 

Mode of exchange of remittances between two offices through — . 
itemittance(s) from a head office to a sub-office through— . 

Remittance to a bead office through— 

Specimen signature book(s) — 

Maintenance and use of — for s. b. account • • 


Specimen signature slip — 

of the holder of cash certificates obtained, when payment is 

applied for at an office other than the office of issue, to be signed by 
postmaster of the latter office 

Spelling — 

Uniform — in the names of savings bank depositors «... 

Stamp duty — 

Payable on agreement of indemnity ....... 

Payable on agreements of indemnity taken in respect of money ordeis 
addressed to minors 

Payable on indemnity bonds for payment of t. m. os. ... 

Stamping — 

Carelessness in — to be noted in error book and reported to Superinten- 
dent ............ 

Examination of proper — on articles ....... 

Of articles taken from letter-boxes ....... 

Of money orders and postmaster’s duties relating thereto . 

Of money orders for issue with oblong m. o. stamp .... 

Special instructions for sub-offices for — month-stamp on inland money 
orders ........... 

'Stamp(s) — 

Careless defacement of postage to be noted in error book and re- 
ported to Superintendent ........ 

Custody of postage and other non-postal — , etc., in sub-offices 

Custody of round and oblong money order — ..... 

Custody of — in a post office ........ 

Entry in s.-o. daily account of particulars of postage and other — , 
postcards, etc., and reply — coupons required .... 

Entry in s.-o. summary of — in transit between head office and its sub- 
offico and between sub-offices in account with the head office . 

Inclusion of — in cash bags before despatch ... 

Maintenance of a sufficient stock of postal and non-postal — and their 
safe custody .......... 

Mode of despatch of postage or other — and reply-coupons to sub-office . 

Mode of remittances of — through post 

Postage-due — to be impressed on articles on which postage is due . 

Safe custody of — ......... 

Sale of postage — by mail peons ....... 

Sale of—, etc., by postmen and fixation of the amount in — to be issued 
to each postman ......... 

Treatment of packets posted in a Presidency town or in a head or sub- 
office and impressed with special — indicating prepayment of postage 
in cash 


Rules. 


28, 597 
584 
616 

420 


557 

417 

707 

264 

345 


103 

72 

76 

239 

252 

249 


103 

661 

239 

21 

611 

630 

27 

44 

595 

596 
115 
23 

726 

695 


110 
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Stamp balance(s) — 

Receipt by sub-oJBfices of memo, of authorised cash and — from Superin- 
tendent and responsibility of sub-postmasters in respect thereof 


Stamp vendor(s) — 

Responsibility of postmasters relating to the value of postage stamps, etc., 
advanced to, and performance of duties by — .... 

Statement of complaint (s) — 

Preparation and submission of — 

Station artide(s) — 

Sorting of— taken from the letter-box 

Of the letter mail on which postage is due are considered as placed in 
deposit . * 

Reservation of a separate compartment in sorting case for — 

Station bundle (s) — 

See “ Unpaid station articles ”, 

Station closed bundle(s) — 

Disposal of paid articles received in D. L. O. — ..... 
Station master(s) — » 

Undeliverable articles addressed care of — 


Station money order envelope(s) — 

See “ Money order envelopes.*’ 

Station parcel list(s) — 

See “ Parcel lists.” 

Station registered list(s) — ^ 

See “ Registered lists.” 

Statistical abstracts — 

Money order transactions to be entered in monthly — .... 

Preparation of monthly — in head office 

Statistical information — 

Supply of to Government officers 

Statistical memorandum — 

Money order transactions to be entered in monthly — 

Preparation of — in the prescribed form, checking of the entries made 
therein and the rate to be applied to convert the value of foreign insur- 
ed parcel into Indian currency 

Registered articles and parcels posted when entered in monthly — 
Statistical register(s) — 

Maintenance of — in sub -offices 

Money order transactions of head offices to be entered in monthly — . 

Service money orders to be excluded from — 

Statistics to be daily entered in — and records from which the figures 
should be taken 


43 tatisti cs — 

Monthly — of money orders 


Ruses. 

677 

45 

48 

85 

120 

88 

79 

110 


238 

170 

17 

238 

42 

170 

675 

238 

238 

170 



281 


INDEX. 


Rules. 


Stock — 

— of Indian postal orders. Serial Nos. to be communicated annually to 

the Audit office .......... 402/12 

— of Indian postal orders to be supplied to head offices by the Audit 

office 402/4 

Offices authorised to hold of Indian postal orders for sale and to 

pay orders 402/2 

Stock book(s) — 

Entries relating to sales in — of British postal orders .... 380 

Maintenance in head offices of — of British postal orders . . • 375 

Maintenance of — of Indian postal orders .... 402/5* 


Stock book(s) of British postal orders — 

See “ Stock books.” 

Stock cerfcijficate(s) — 

See “ Government securities.” 

Stock register of cash certificates — 

Maintenance by head offices and selected sub-offices of— . . - 53& 

Stock register of pass-books — 

Entries in — and their examination by postmaster . 40? 

Strong box — 

Keeping of sealed bag received in b. o. bag in a — .... 

Student® — 

Delivery of unregistered articles addressed to — generally ... 110* 

0 

Sub-account clerk — 

Examination of — in village sorting list ...... 5 

Preparation of half-yearly village return by — 6* 

Sub-account seal — 

Sealing of b. o. bags with — 638* 

Use of — in closed account bags 601 


Sub-office(s) — 

Communication by a — in s.-o. daily account of the state of funds at 

its credit at Treasury ......... 600' 

Communication of cash in hand and liabilities of a — to its head office in 

s.-o. daily account ... 605- 

Disposal in — of undeliverable registered articles of the letter mail and of 

undeliverable parcels ......... 192* 

Disposal in — of useless, obsolete, unwanted or defectively manufac- 
tured postage stamps, etc 44 

Entry by — of details of postage due on articles received direct and taxed 

by itself in s.-o. daily account 608** 

Method of accounting for postage on articles received in — . • • 118* 

Mode of and accounting for remittances between — in account with the 

same head office 583* 
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43ub -office(s) — eontd . 

Mode of and accounting for remittances between — under different head 
offices 539 

Mode of disposal of surplus funds of 8 — ...... 586 

Modes of supplying — with funds 585 

Regulations for providing— with funds and for relieving them of their 

excess collections ....... . 584 

Supply of funds to — situated at treasury or sub- treasury stations . 587 

Times of arrival of mails at — 57 

To enter in s.-o. daily accounts details of unpaid articles sent to head office 

as undeliverable 807 

Treatment in a — of an outward foreign parcel 148 


'Sub-office aecount(s) — 

Applications for window delivery tickets to be forwarded to head office 

entered in — .......... 100 

Check of balance of — by sub-postmasters ...... 874 

Daily entry in — of balances of advances deposited by planters and 

others to pay postage 122 

Daily totals of money orders paid by sub-office and its branch offices (in- 
cluding village postmen) to be entered in — 273 

Dates of crediting in — of remittances received 597 

Dates of daily accounts to be included in the — for each month . . 873 

Entry in — of amounts of postage charged on unpaid articles . 418 

Entry in — of amounts of postage duo on undeliverable articles . 130 

Entry in — of amounts of postage due on unpaid articles . . . 593 

Giant of receipts in* — respecting remittances made over loose to carriers 616 

Insured articles in deposit to be detailed daily in — .... 208 

Preparation and submission of month 1 y copy of — .... 675 

Preparation of — .......... 673 

Receipts and disposal of monthly copies of — in head office . . . 634 

Recording of the weight of cash bags containing remittances in — • 614 

Sub-office transactions for March to be included in — for that month • 673 

Transfer of entries to — from b. o. summary ..... 577, 578 


Sub-office balance(s) — 

Steps to be talsen at head office in connection with irregularities in — • 633 

’Sub-office daily list(s) of money orders issued — 

See “ Daily lists of money orders issued.’* 

^Sub-office daily list(s) of money orders paid — 

See ** Daily lists of money orders paid.” 


^Summaries of monthly totals of money orders issued and paid — 

Closing entries to be made in and submission of — . . ♦ • 308 

Preparation of — p 307 
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Sunday(s) — 

Relaxation of work on — and Post office holidays • . • « 2 

Superintendent — 

Authority of — to allow a village postman to deliver v.-p. articles 

exceeding prescribed limit of value ...... N 221 

Authority of— to determine the places where postmen should be exempt- 
ed from selling postage stamps 45 

Authority of — to oTder the transfer of b. o. bags to the sorting depart- 
ment instead of to the treasurer ....... 65- 

Authority of — to prescribe the method of supplying sub-offices not 
situated at treasury stations with funds and/or relieving them of their 
surplus collections ......... 584 

Determination by— of the mode of remittances betw een two head offices 28 

Distribution of work in a post office (except a first class post office) re- 
quires the approval of — ........ 4 

Fixation by — of the amount of postage stamps to be advanced to a mail 
office and countersignature by — of the receipt for the value of stamps 
supplied «....•••••• 45 

Inaccuracies in b. o. daily accounts or delay in payment of money 

orders ox s. b. warrants in branch offices to be reported to — . . 642 

Power of — to authorise delivery of post bag at or in the neighbourhood 

of a District officer's camp 687 

Power of — to authorise drawing from cash office of sums up to the 
prescribed limit 5 * or any office performing the functions of a cash 
office 582 

Power of —to authorise maintenance of Beat instruction register and 
Beat lists 102 

Power of — to authorise no-delivery sub-offices to deliver from the 
window insured articles exceeding Rs. 250 in value .... 203 

Power of — to authorise registration and parcel clerks to irake over 
sums reco\eied from addressees of v.-p. aiticles to the treasurer in- 
stead to the money order department ...... 227 

Power of — to authorise registration of articles by mail peons . . 175 

Power of — to authorise the use of special form 5, of registered journal 
by firms or offices posting uninsured registered letters in large 
numbers . 178 

Power of — to authorise tl?e use of special forms of v.-p. journals 

by firms posting v.-p. articles in laige numbers .... 213 

Power of — to authorise use of sub-account seal in sub-offices . . 63S 

Power of — to authorise \illage postmen to pay money orders . . 715 

Power of — to prescribe methods of exchanging remittances between 

sub- offices 590 

Power of — to sanction use of District officers post bag in ea&es in which 

the officer travels in one district only ...... 682 

Report to — regarding detention of mails ...... 60 

Submission of repoit to — in cases of ii regularities noticed in the acco’mts 

of subordinate offices . . . . . . . . . 576, 579 

Submission of report to — in case of loss of postal articles given out for 

delivery ........... 9$ 

Submission of report to — regarding careless stamping or defacement of 
postage stamps .......... 103- 



284 


INDEX. 


m i*fs 

' uptrinttiulent — conid. 

Eubmiahion of report to - regarding delay in despatch of v.*p. money 
orders^ 217 

Submission of repot t to — relating to irregularities in connection with bal- 
ances held in post offices . OH 

Submission to — of complaints regarding postage or redirection fee 

charged on inward foreign parcels ...... 182 

Submission to— of statements of extra expenditure incurred for deliver} 
of heavy parcel mail articles 166 

Supply by — of notices of hours of business 61 

Supply by — of time-tables to post offices on mail lines fot which time 

bills have not been prescribed 68 

Super\ i-»i< »n~ 7 

By postmasiei of subordinate offices . 676 

By poe< master of work of the sorting department .... 72 

By postmaster of working of deposit department of a post office . 136 

By postmaster over delivery work ....... 96 

By postmaster over postmon ........ 97 

Of *l*e different departments of a post office and o^ er the emplojccs b> 
postmaster 88 

Surplus cash receipts) — 

Periodical collection of— from the counter clerks .... 23/1 

Sui render- — 

Actual dale to be considered as the date of — of a policy . . . Append!* P. 

Prtiill.3. 


T 

Tag label ( r) — 

Use of plain manilla—in bags enclosing insured letters . . . 2bl 

Teachers* Provident Fund account(s) — 

Special instructions relating to — ....... 428 

Telogram(s) — 

Delivery of — to persons other than the addressee under orders of torn K 

or their detention ......... 17 

Despatch of rervice — by mail peons 727 

Despatch of— for delivery from branch offices 636 

Foi t ranemission by post to be ordinarily enclosed in envelopes registered 1 68 

on service ........... 

Procedure regarding delivery of — by post 112 

Received by post to bo delivered to telegraph office on Sundays and Post 

Office holidays 2 

R direction of — posted by a telegraph office and disposal of unclaimed 

oi undoliverable — 138 

Rule* for non-combined receiving offices for — Appx, U 

Treatment of refused — 346 

Telcgrapu bag(s) — 

CV»* in which — should be used for despatch of telegraphic ad% k ** . 332 


,3 
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Telegraph branch — 

Jfo fee is payable regard^ g enquV .» *nto disposal of v.-p. articles when 
made by — .......... 

Telegraph cha^ge(s) — 

Acceptance of reply -paid telegram forms in pa? nunt of — on inland b. m. 
os 

Adjustment of short or excess teali-. I’ion of — on inland t. m. os* • 

Calculation of — on inland t. m. o £ . . . . • 

Payment of refunds of — by sub-offic -*a and povs ers of sub -p os> tmast ers oi 
combined offices in the matter 

Telegiaph Check Office — 

Despatch to — of combined office m-^aage drafts and undelivered mes- 
sages 


Telegraph Cover(s) — 

De-patch of — in transit bags .... 
Disposal of — contained in a mail bag • • . 

Preparation, despatch and disposal of contents of — . 
C&e of — for despatch of telegraphy advices 

Tele,, <. ph. express oharge(s) — 

Payment of — and late fees by sub-offices • • 


Telegraphic advice(s) — 

Action to be taken if — are received for payment after journal is clos^ i or 
on a Posu Office holiday 

Action to be taken ia respect of — received from local railway t degraph 
offices ........... 

Additional entries to be made in — in respect of extra fee reused fo 
inland t. m. os. presented during el- jd hoars in telegraph offices 

Copies of — sent by po^t co sub-effier s to be despatched to head offices 

Definition of — 

Despatch of — by post offices of issue not situated at a telegraph s J ’ ation . 

Despatch of — for inland t. m. os. by offices at telegraph stations and 
filing of duplicate copies ........ 

Disposal of — addressed to combined offices, in the principal post 
office at th'' station . • , . . . . * . 

Disposal of — for foreign money orders teleg aphed to offices of exchange 

Disposal of — lor inland r. m. os. by offices at non-telegraph stations and 
filing of dupheate conies ........ 

Disposal of — for onward Transmisa'on by pod; . . . . 

Disposal t f misccrrled — 

Disposal of — rc<enad ......... 


ItTJLES. 

47 

327 

330 

32 & 

672 

35, 16 

70 

104 

133 

340 

341 

339 

334 

310 

323 

326 

332 

339 

370 

332 

340 ' 

356 

352 
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'Telegraphic advice(s) — contd. 

Disposal of unclaimed or refused — 

Duties of the head postmaster in connection with supply of funds to sub- 

offices for payment of — 

Entry of — in register of telegraphic money orders received . . 

Examination and disposal of — received by post «... 
Examination by postmasters ‘of — for inland t. m. os. ... 

Issue of duplicate — for inland t. in. os. . • • . 

Payment of — by postmen 

Post and Telftraph Guide to be referred to, where necessary, in prepar- 
ing — 

Preparation and issue of — for outward foreign t. m. os . 

Preparation of a rough copy of — 

Preparation of — lor foreign money orders to bo telegraphed to office* of 

exchango 

Preparation of — for inland t. m. os. 

Receipt and payment of — for inward foreign t. m. os. 

Receipt of — from telegraph office and their examination . • • 

Redirection of — of inland t. m. os. . 

Re-enUiesof — in register of telegraphic money orders received . 

Report of miscarriage of — for inland t. m. 03 

To be Llivercd to telegraph office on Sundays and P. O. holidays 
Treatment by money order clerk of — for payment by branch offices • 
Treatment ol miscarried — of Indo -Persian Gulf t. m. os. . 


337, 365 

340 

341 

342 


335 

708 


326 
362 

327 


369 

32 

36 

330 

354 

341 

335 


347 

360 


Telegraph lint — 

Repoit by illage ] ot-tmen of any damage to — .... 715 

Telegiaph -tition(s) — 

Moaning of teim — 326 

Telephone Rex enue office — 

Proved u*=* to be Followed in respect of inland money orders issued by — 246 


TestW- 

Eufcry in ouler book of the result of — applied to check the punctuality 

in clearance of letter- boxes ........ 73 


TheFt- 

d * t ) *» * i m cases on loss or — oC unsold British postal orders 
— of u'wJ 1 *iiuian postal orders. IIow to be dealt with • . • 

Ptoced'o 3 to bo followed in cases of loss, — or destruction of cash certi- 
ficate- Vtore issue ......... 

Pi oed’i.H to be followed m cases of loss, — or destruction of cash certi- 
ficate's ot deceased holders 

Procedure to bo followed m cases of loss or — of cash certificates from 
cu-tody of holder and when such certificates are presented for discharge 
or hav * bet n paid without vei ification ...... 

Through foreign money order(s) — . 

Foreig money orders. ' 


384 

402/13 

571 
567 

572 

J 2 
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i hurob-im presdon (s) — 

Attestation of — of illiterate addressees of insured articles . 

Village postman’s special ink-pads to be inked for 'ahinc — * * 

l'lme biT(fe) — 

Authority of Superintendent to determine the mail lines at which — ate 
to be used 


Disposal of — after despatch of monthly t*me statements • • 

Entries to be made in — by mail clerks ...••* 
Time statement (s) — 

Preparation and submission to Superintendi nt of monthly — 

Urn enable (s)— 

0 iif ply by Superintendent of — ■ to every post oilier on lines for which 
i imo bills have rot been prescribed 

KM. O'(s)*- 

A 'counting of inland — issued after journal is dosed or on Post Office 
holidays 

A r tion to be taken v hen inland — are presented for iVaue or are received 
for despatch to telegraph office during eloped hours in telegraph offices 

Adjustment of discrepancies in amounts of — entered in telegraphic 
advice and postal confirmation . 

Alteration of pa j e »ame or address or stoppage of payment of inland — 

Calculation of felcpifph charges on inland — . 

Definition of . . 


Disposal oi inl°no — rilled up by remirso . . 

gukiiing tellers to be placed before Kos. of — 
of the pt r \h\ov when — exceeding jm scribed limits of amount 
1 si t payment bj r \ ^o c tman are received for pavmen t 
Examination by postmaster of inland — for i*hio 
E xamination by postmaster of — for payment ..... 
Examination, etc., of inland — presented for issue .... 
Fixed beat of village postmen not to be broken for payment of — 

Intim ition to be Eent to head offices of inland — redirected to thei 
sub -offices at "on-telegraph stations ...... 

Issue and payment of Indo-Persian Gulf — . . . 

Issued by sub-offices 

Memo, of instruct ions for tho guidance oi tf- c Indian offices of money 
order exchange in dealing with foieig>» -- f including Indo-Oeylon 
and Tndo-Aden — ) .... ... 

Payment of — 

Payment of — amounting to more than Rs. 600 in one day to «tr*v person 
who is not a permanent resident or known to postmaster 
Payment of — by letter-box peons ....... 

Preparation and issue of receipts for inland — .... 

Reports to be made in cases where there Is a difference of amounts of — 
shown in the acknowledgments received and entry in t. m. o. advice 
book or whore no corresponding t. m. os, have been issued 
etum of amounts of unpaid — 

Special register to be maintained for — , postal confirmation of which 
has been received before telegraphic advice ..... 

Treatment of inland — received from br anch offices for issue . • 

Urgent and confidential nature of work connected with — . 


207 

•119 


58 

59 
>8 

59 


58 


888 

934 

353 

355 

m 

m 

333 

236 

343 
338 
.343 
327 

344 

354 

360 

337 
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344 

345 
734 
327 


.351 

346 
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336 

324 
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T. M. O. ackno wledgment ( o ) — 

Disposal of — received from Jbrauch o.uctM . * . . , 

Examination and disposal of — . . • . , , , 

Preparation of — 

T. J ' , O. advice book — 

Description and custody of - - 

T. Ivl. O. advico(s) — 

tiee '* Telegraphic advices.” 

T. M. O. reeeipt(h) — 

Disposal of — 

Disposal of — for foreign money orders telegraphed to offices of exchange 

Disposal of — received from branch offices 

Disposal of unpaid — and \ck»iowlo laments • • 

Examination and disposal of - - i "°ived from sub-officoa • . # 

Prepara ion of-- and ackno wledg u 1 ds « • , , # , 

Preparation of — for inwar i foreign t. m. os. 

Town*detvery soiling — 

Preparation of insured btmdioi nou »r !i ia ily requited for place* for 
which — is done by the R. M. 3. . . , # , , . 

Trade circular(s) — 

Prohibition against distribution ot — on behalf of tho public , • 


Supply of names and oddrou-ies. of local inhabitants to — . , * 

Tiain(s)-— 

Maintenance by mad peons of a book to note late arrival of trains, etc. 


Transit — 

Packing of mails according to lines of — , 

Transit bag(s) — 

Opening and examination of bags enclosed in — 
Preparation and closing of — • • . • 

1 ransfer(s)— 


Amounts on — u* s. b. ac *ounts from P. O. Savings Banks abroad 
not to bo regarded as deposits for calculation of annual limit . 

Applications for — of s. b. account a 

Application for — of s. b. accounts to P. O. Savings Banks abroad • 

Oases in which single application may bo made for transfer of two or more 
s. b. account* and action to be taken on the application . , * 

Oases in which — of h. b. accounts aro not allowed • • • * 

Closing of s. b. accounts on books of nead offices on — to P. O. Savings 
Banks abroad 


Depositors who are allowed - 
Savings Banks abroad . 

Depositors who are allowed 
Banks abroad 


- of their s. b. accounts to India from P. 0. 
«•»•••■» 

- of their s. b. accounts to P. O. Savings 


Disposal of application for — and pass-book of s. b. accounts transferred 
to P. O. Savings Banks abroad * 

Intimation of — ■ of s. b. accounts from P. 0. Savings Banks abroad 


lin 

nr 

351 

:rn 

m 


ns 

flO 

S47 

>3 

Ml 


201 

8 


17] 

727 

88 

05 

70 


tsr 

460 
179 

461 

462 

480 
483 
478 

481 
184 



289 


TNDr.Y. 


Rules* 


T ransfer (s) — contd. 

Maximum amounts accepted on — of s. b. accounts by 3?. O. Savings 
Banks abroad 

Of cash certificates and Accountant-General’s acknowledgments from one 
holder to another and from one class to another and powers of head 
postmasters in the matter . 

Of cash certificates or Accountant-General’s acknowledgments from one 
office to another . 

Of s. b. accounts from P- 0. Savings Banks abroad • • • • 

* 

Of s. b. accounts to P. O. Savings Banks abroad . 

<* 

Opening of s. b. accounts of — in head office to which transferred . 

Particulars of Government securities held by depositors to be communi- 
cated on — of s. b. accounts by the transferring head office 

Preparation and issue of advice of transfer in cases of — of s. b. accounts 
from one head office to another and documents to be sent with the 
advice ........... 

Prescribed form to be used in all cases of — of cash certificates from one 
holder to another . 

Procedure in head office from which — of s. b. aocountsss made to another 
head office ........... 

Procedure in head office in cases of — of s. b. accounts from one of its sub 
or branch offices to another ........ 

Procedure in head office in case3 of — of s. b. accounts from that office to 
own sub or branch office 

Procedure in head offices in cases of — of s. b. accounts to a sub or branch 
office under another head office 

Procedure in head office in cases of — of s. b. accounts to that office from 
its sub or branch offices ........ 

Procedure in head offices in connection with — of s. b. accounts . 


Procedure in head offices on — of s. b. accounts from a sub or branch office 
to a head office other than the head office of account .... 

Procedure in sub-office from which an s. b. account is transferred or which 
receives the application for — 

Procedure in sub-offices in cases of — of s. b. accounts from one sub- 
office to another under the same head office 

Procedure in sub-office in cases of — of s. b. accounts from that office to its 
branch offices 

Procedure in sub-office in cases of — of s. b. accounts to it from its head 
office ............ 

Procedure in sub-office in cases of — of s. b. accounts from that office to 
its head office 


479 


562 

561 
483 
to 487 

478 
to 482 

465 


520 


464 

562 

463 

410 

468 
467 

469 

463 
to 470 

466 

471 

473 
477 

474 

475 


Procedure in sub-office in cases of — of s. b. accounts to that office from 

its branch offices 476 

Procodure in sub-offices m connection with — ofs.b. accounts . . 471 to 477 


Procedure in sub-offices to which the — of s. b. account is made when the 

transferring head office is not the head office of account . . . 472 

Procedure on — of District officer entitled to post bag . . . 690 

Procedure to be followed in cases of — from P. O. Savings Banks abroad 
of s b. accounts of persons already holding accounts in Indian P. O. 

Savings Bank 486 
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Transfer(s) — contd. 

Procedure to be followed in case's of — from P. O. Savings Banks abroad 
of . b. accouuts of person* not already depositors in tho Indian P. O. 
Saving* Bank 

Procedure to be followed in ease's of — of s. b. accounts open at subordi- 
nate offices to P. O, Saving** Banks abroad . . . • * 

Travelling allows nr e(s) — 

Payment oi — by bub -office ....... 

Treasurer — 

Responsibility of sub-postmaster and clerk performing duties of — in sub- 
offices 

Treasurer’s cash book — 

Maintenance of •— in selected sub -offices 

Receipt in — for amounts given to postmen for payment of money orders 

Receipts in — foi cash paid to postmen or messengers for payment 
of t. m. os. 

Treasury — 

Amounts draw a from — by book transfer to be shown in s.-o. daily 
accounK . . . 

Entry in the "aty * Jtm* of the state of funds ni tho credit of a sub- 
office in the — 

Elimination of — vouchors etc., in h**ad oiiice .... 

Maintenance and custody of — passbook in sub-offices 

Prepiraticn of — receipts and vourht rs and disposal of these documents 
including cancelled ones 

Procedure to bo followed in res\ < ct of inland money orders from — . 

Remittance* 1 o and <3iawin 0 b from — by sub -offices .... 

Supply Ls r — of serviceable postage stamp,, envelopes, etc., for useless 
ones .... ...... 

Treasury pass- books — 

Maintenance ai d custody of — m uih -offices 


Hulks. 


485 


668 


658 

660 

258 

344 


610 

609 

619 

678 

679 
245 
679 

44 

678 


Treasury receipt(s) — 

See “ Treasury.” 

Treasury station (s) — 

Regulation of the fund, of sub-office* whc. ther -ituated at — or not . 584 

Supply of funds to sub-officcs situated at — . . * . . 587 

Treasury voucher^) — 

See “ Trea-uij ”, 


Unclaimed article(s) — 

Disposal of — of the letter mail 02 parcels 190 

Disposal of unregistered — and peiiod of their detention in the office of 

delivei y 143 

Marks lndicj'm? causes of uon-delivt^y of — before their despatch to 

D. L. 0 144 

Treatment of insiiied — in office® of delivery 209 

Treatment of — of the letter mail issued for delivery to senders but 
returned unopened by them with 3 c vised addresses of addiessees . 19 2 
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INDEX 

Ktjxes. 

V Claimed foreign money order(s) — 

See “ Foreign money orders/' 

T T ncIaimed foreign t. m. o(s).-~- 
See 44 Foreign t. m. os.” 

Unclaimed inland money order(s) — 

See 44 Money orders.” 

Unclaimed parcel(s) — 

Treatment of — ssued fo 1 ’ deliv. ry io senders but r turi ed u neper ed by 

them with revised rddresses of addressers ..... 30? 

Unclaimed «elegraphi rt advice (s) — 

See 44 Telegraphic advices.” 

Unclaimed v.-p. article(s) — 

Disposal of — and prohibition against recall of — .... 231 

Treatment of — in the office of delivery 202 

Unclassified payment(s) — 

Debits to be treated as — ' 570 

Particulars of — to be shown in s.-o. daily acre i ml h . . 010 

Unclassified reeeipt(s) — 

Credits to be treated as — • , . . . . . . 679 

Particulars of — to be shown in s.-o. daily account* .... 610 

Undecipherable — 

Treatment of envelopes marked — addicseed to the D. I-. O. . . 82 

Undecipherable artide(s) — 

Endeavour in head office to decipher the names and addresses, of 

addrdssees on — returned • 621 

Reservation of a separate compartment in sorting case for — . , 83 

Treatment of — received from branch office* 643 

UndeKverable — 

Penalty for false representation of an article as — . . . . 713 

Undeliverable article^) — 

Calculation of and accounting for postage due on — in sub-offices. . 1 30 

Entry in s.-o. daily account of details of unpaid — of the letter-mail sent 

to head office <>07 

Examination in head office of — received from sub* offices ... 021 

Examination of — received from subordinate offices .... 10 

Examination of — to see that the cause of non-delivery is noted on them . 1 83 

Receipt of — from postmen and realisation and accounting of the post- 
age collected by them ....... 123 

Receipt of — from village postmen 664 

Return by village postmen of — and money orders unpaid . . 724 

Return of — by postmen 711 

Separation of — for D. L. O. into different bundles . 147 

Treatment of — received in the office of posting for return to senders . 3 92 

Treatment of — which cannot be returned to senders ... J 92 
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INDEX. 


Undelivered meesage^o) -- 

Receipt in and disposal by head office of combined office — for Tele£rnr>h 

Check Office 

Undelivered v.-p, article^) — 

Disposal of — in 1 he office of deliveiy 

Disposal of — returned by branch offices 

Disposal of — to 1*> shown in Register of v.-p. articles received . 

Uninsured article^) — 

Disposal of — addle#***! to deceased persons and not believed to contain 
valuable property 

Unpaid article^) — 


Articles opened or reposted in a letter-box outside the local limits of the 
post town of delivery to be treated as — 

Delivery of — to be made once a day 

Despatch of — from head office to its subordinate offices . 

Entry in deposit account of postage due on — 

Entry in s.-o. daily account of details of — of the letter mail sent to head 
office as undehverable 

Examination of correctness of entries in s.-o, daily accounts of — return- 
ed by sub-offioes 

Mode of despatch of — from head office 

Procedure for enclosing — in District officers* post bag 

Procedure relating to the distribution of — 

Redirection by a sub-office of — 

Redirection of — from one sub-office to another and accounting for the 
amount of postage due 

Sorting of — 

Taxing with postage of — 

Treatment of — for subordinate offices 01 village postmen . 

Unpaid money order(s)—- 

Disposal of — received from village postmen and accounting for cash 
brought back by them 

Unpaid or insufficient^ paid article(s) — 

Treatment in a sub-office of — 


Unpaid postage— 

Treatment of — due on articles redirected from one sub-office to another 
under the same head office 


Unpaid station articles} — 

Transfer by delivery clerk of — to tho official supervising delivery 
Preparation of — for head or snb-offioes . 

U a roistered artfdefs)— 

Disposal of refused - - ... • » 

Disposal of unclaimed — of the letter mail and period of their detention 

in the office of delivery 

Only — of letter mail to be enclosed in District officers’ post peg . 


Rules. 


16 

226 

226 

220 


10 


74 

in 

so 

142 

607 

621 

SO 

686 

121 

141 

130 
110 
116 

131 


666 

80 


630 

108 

90 

146 

146 

<384 
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INDEX. 


Unregistered parcel (s) — 

Treatment of — presented for despatch . 

Unusual mail(s)-~ 

Details of — to be entered in mail lists 


V 


Valeur declaree — 

Pasting of a label bearing the words — to a foreign insured article 
Valuable property — 

Disposal of articles addressed to deceased porsons and containing — . 


Vernacular — 

See * c Local Indian language **. 

Verification — 

Of cash, stamps, etc., by sub-postmasters 

Village postman — 

Aggregate value of insured articles to be given out for delivery through a 
single — and measures for security of such articles . 

Articles to be carried in his bag by a — . 

Collection by — of unregistered articles from villagers and village letter- 
boxes and registration of articles by him .... 

Disposal of receipts and cash regarding v-p. article® delivered by — and 
of undelivered v-p. articles returned by — .... 

Disposal of registered articles and parcels intended for delivery by — 

Disposal of signed receipts and ackno wledgments brought back by — and 
of cash collected by him ....... 

Duties of — 

Entries in b. o. summarv in respect of articles given to — for delivery 
Entries to be made in visit book of — 

Examination of registers of — 

Examination of the work of — 

Exchange of remittances between two sub -offices through — 

Knowledge of postal business by — 

Limit of value of single v.-p. articles to be delivered through — - • 
Procedure relating to payment of money erders by — 

Prohibition against acceptance from the public by — of cash for issue of 
money orders 

Realisation of letter postage from — 

Receipts and undelivered articles to be taken from — 

Report by — of damage to telegraph lines .... 


Roths. 


172 


69 


200 


10 


659 


197 

719 

722 

226 

181 

722 

715 

649 
651, 7X8 

656 
39 

590 

716 
221 

650 

722 

657 
654 
716 



INDEX, 


Village postman — contd. 

Return by — of undelivered articles and unpaid money orders . * 

Rules regarding delivery of articles and payment of money orders by — 
and penalty for asking or receiving commission or pi esents . , 

Sale of postage stamps and payment of money orders by — • • 

Special ink-pad supplied to — to be properly inked before he proceeds 
on his beats 

Supply to — of route lists and maps of beats 

Total value of money orders given to — to be shown in the b, o. sum* 
mary 

Treatment of articles brought in by — for registration • . • 

Village postman’s register(s) — 

Particulars of articles for delivery and of money orders for payment to be 
entered in — , • . « 

Village sorting list — 

Preparation and supply of — . « . . . • * • 

Visit book — 

Entries to be made in village postman’s— and signature of village head- 
man on it . 

Entries to be made in — of a postman or village postman • • 

Examination of — of a village postman and entry of result in post- 
master’s order book 

Examination of - — on a village postman’s returr to post office • • 

Maintenance by postman of a village postman’s — in certain cases . 

Void foreign money order(s) — 

Payment of — 

Void inland money order(s) — 

Description and disposal of— 

Disposa Jof applications for payment of — . • . . 

Disposal of — re-issued by Audit office ...... 

Entries relating to — in register of money orders received . . . 

Submission of lists of — ........ 

Voucher(s) — 

Procedure to be followed in case of short receipt of — in account office • 
Treatment in account office of inadmissible — , .... 


V.-P. article(s)— 

Action to be taken on complaints of fraud in respect of — . 

Authority of a Superintendent of post offices or a first class post- 
master to allow single — exceeding the prescril ed limit of value 
to be delivered through village postmen, and of a Head of a Circle 
to fix the aggregate value of — and cash to be entrusted to a single 
postman 

Completion of the register of — received in the absence of v.-p. money 
orders and also when the name and address of sender or the amount 
to be remitted to him are illegible on the article * . • • 


Rotes. 

724 

720 

715 

649 
715 

650 
176 


717 

5 


718 

651 

39 

652 
696 


321 

300 

301 

302 
289 
309 


679 

580 

277 


221 

219 



INDEX. 


V.-P. ariicle(s) — contd. 


Compliance with the request of senders of — for free delivery or for 
alteration of the sum specified for remittance 

Delivery of — from branch offices . 

Delivery cf — from no-deliverv sub -offices . » , , 

Despot jh of — from offices of posting « « • * 

Despatch to the offices of posting of intimrtic ns rceerdirg redirection 
of — and entry in the v.-p. journal of the revised office of destina- 
tion 


Disposal of reoeirts and cash collected from addressees of — deliveivd 
from branch offices or by village poBtmen . 

Disposal of receipts, cash and undeJiveied — taken from pcstn en 
Disposal of receipts relating to — , . . . , 

Disposal of ■ — addressees of which are dead , . . , . 

Enquiries relating to disposal of or payment for — . . , . 

Enquiries relating to — not to be held up until payment of prescribed 
fee 


Entry in resistor of value-payable articles received, of particulars of aO 
— received for delivery 

Examination by postmaster of register of — received .... 

Examination of b. o. daily accounts to see that correct amounts have 
been realised on delivery of — and disposal of receipts for v-p. articles 
and money orders ......... 

Examination of — received for delivery and entry of particulars In 
register of v.-p. articles received 

Form in which — in deposit should be shown in register of v.-p. articles 
received ........... 

Insurance of — . ...... 

Issue of v.-p. money orders after delivery of — and procedure io be 
followed when the amount to be remitted exceeds Rs. 600 . 

limit of aggregate value of — and cash to be entrusted to a postman . 

Limits of value of single — to be delivered at the window, cr through 
postmen and village postmen ... 

Mode ef delivery of — exceeding the prescribed limit cf valuo 

Pe.iod * f doten i n of ■ — ■ in the offices of delivery and their disposal 
i r not delivered within that period . .... 

Power of Superintendents to authorise registration and parcel clerks to 
make over amounts realised on — to treasurer instead of to the 
money * rder department 

Preparation of receipts for — 

Preparation of — for despatch and affixing of appropriate No. slips to 
them 

Procedure relating to safe custody of insured • — . . . , 

Procedure to be adopted when — cannot be delivered by postmen at 
once ............ 

Prohibition against recall of — • which have once been treated as 
unclaimed 

References relating to — posted at Presidency post offices and theii town 
sub-offices ........ 

F.eou'i * f enquiry fees respecting -*» in cases of well-grounded com- 
plaints 




210 

224 

222 

214 

232 

226 
226 
228 
231 
47, 218 

47 

164 

220 


644 


219 


219 

216 

227 

221 

221 


231 


227 

221 


2U 

219 

701 


2hl 


218 

47 
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Rtnafis. 

WP. article(s) — conoid* 

Refusal by addressees of — to take delivery of intimations relat mg to 


them 711 

Report in case of loss of foreign — . 218 

Request of senders of ■ — for free delivery, alter itLn of the amount 
specified for remittance to himself or for delivery of refused or un- 
delivered — to persons other than the addreshees .... 222 

Steps to be taken if — presented are not taken delivery of at once , • 230 


Steps to be taken when the amount for remittance as entered on — 
and the money order forms are found in the c ffice of delivery to differ . 219 

Transcription in English of the entries in a local Indian language on 
—and on the forms about the name and address of tho addressee 
and the sum for remittance to the sender ..... 211 

Treatment in the office of delivery of missent, redirected, unclaimed or 
refused — and entry in the register or journal about their disposal . 232 

Treatment of articles presented for despatch as — , « , . 210 

Treatment of — • as unclaimed ....... 220 

Treatment of — posted at no -delivery offices . t , . . 210 

Treatment of — found in a letter-box 33 

Treatment of — in sorting offices ...... 213 

Treatment of — posted in branch offices 212 

Use of delivery dips in certain offices in connection with — . 219 

V.-p. journal — 

Entry in — regarding sender’s request for free delivery of & v.-p. article 

or alteration of the am unt for remittance to himself , . , 210 

Entries t > be made in — regarding unclaimed and refused v.-p. articles 
and al-io the revised office of destination in case of redirected v.-p. 

n * 


articles 232 

Examination of— by postmaster and issue of calls for v.-p. money 
orders 21 s 


Exami ation of v.-p. money or lers with the entries in — snd entry of 
No. an 1 i ,te of the money or lers in the appr pri > 4 e p aces in — , 217 

Procedure to be followed when pages of special — presented contain less 

than the full number of entries 213 

Supply of special forms of — to firms which post v.-p, articles m large 
numbers and procedure to be followed in connection with the use of 
such forms . 213 

V.-p. money order(s)— 

Action to be taken in cases where the amount of — differs from that 

specified by Bender of v.-p. article 278 

Cases in which cash will not be received by money order clerk for issue 
of— 277 

Check of the amount for remittance to the sender as entered on the 
article itself with that in the — and entry of the particulars of the 
article on the — 210 

Completion of register of v.-p. articles received in the absence of — - and 
when the name and address of sender and amount to be remitted to 
him are illegible 219 

Completion of — for tone and procedure to he adopted if money orders 
could not bo issued on the dates of delivery of the articles or if the 
value exceed Rs. 600 ......... 


227 
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INDEX. 

Rules, 


V.-p. money order(s) — contd. 

Despatch of the appropriate • — forms with the articles .... 210 

Disposal of receipts relating to — 228 

Dispr sal of — relating to missent, redirected, unclaimed or refused v-p. 

articles 232 

Distinguishing letters to be placed before Nos. of — . . . 236 

Entry by the postmaster in the register of v.-p. articles received of 

particular of — issued 220 

Examination of — received for payment with the entries in the v.-p. 
journal and entry of the No. and date of the — in appropriate places 
of the journal 217 

Issue of foreign — 279 

Issue of inland ■— .......... .77 

Issue of — respecting articles delivered at branch offices ... C44 

Payment of foreign — 280 

Payment of inland — 278 

Payment of — regarding v.-p. articles posted at no-dehvery office* . 227 

Periodicity of the issue of calls for — . . , . . . . 218 

Preparation of — - from entries in registers of v.-p. articles received — . ' 227 

Report relating to delay in despatch of — • . . • • 217 

Withholding payment of — 27T 

V.-p. No. slip(s) — 

Affixing of appropriate — to v.-p. articles for despatch . . . 211 


W 

War Loan Special Train P. O., Burma — 

Payment of cash certificates bearing date-stamp inscription of — . 557“ 

War Loan Tank P. O., Rangoon — 

Payment of cash certificates bearing date-stamp inscription of — . 667 

Weekly summaries of cash certificates issued and discharged — 

Submission by head office to Audit office of — with weekly lists • . 574- 

Window delivery — 

Instructions relating to — • . Ill 

Window delivery clerk— 

Account of postage with — * 124 

Window delivory tieket(s) — 

Accounting in sub-offices of fees for — ...... 663 

Classes of articles which the holders of — are entitled to receive in locked 

bags 109 

Issue of, disposal of applications for, and intimations for renewal of — . 100 

Wireless leceiving license(s) — 

Conditions for issue and renewal of — and periods of preservation of. 
records relating to — . . 


a 





INDEX. 

RtJiats. 

Withdrawals) — 

Applications for — from s. b. accounts 440 

Disposal of applications for — by s. TL„ depositors' residing in foxeign 

countries 44C 

From accounts of married female minors by father or mother not to Le 
ordinarily allowed 44* 

From conjoint accounts 44 c ’ 

From lunatics* accounts 446 

From minors* accounts 445 

From public accounts .... .... 44f> 

From s. b. accounts at branch offices .... 450 

From s. b. accounts for purchase of cash certifio ates .... 569 

From security deposits accounts 447 

Of fractions of an anna from s. b. accounts ..... 41 0 

Powers of sub-postmasters to sanction — from s. b. accounts . . 443 

Procedure in head offices in respect of — r t sub- office* . . . 444 

Procedure to foe followed in cases of — from s. b. accounts at head 

offices ........... 442 

Procedure to be followed in cases of — s, b. accounts at sub-offic es 

and their branch offices 443 

To Jmc'Sfi Coh pev section Act — 

3 -.charge of casfo certificates purchased ou i of a n ountd of compensa- 
tion payable under the — 551 f l 

l? ^eh^e uf cash v^tificates oat of a 1 ic * of compensation payable 
unclothe — .......... 546/1 

' ^eeial instruction elating to s. b. ac cunig opened for deposits of 
am mats of compensation payable under the — .... 451 

vYr »].per(s) — 

: winter ance of a sufficient stock of — in a post office ... 44 

Write -off — 

Authoritv of a Head of a Circle to sanctic the — of the value of un* 

a anted stationery, ts. 9 embossed envelopes, wiappers, etc. . . 4* 

Y 

Yearly luat(s) of uusolc 1 ea c> certificates — 

huhraission of — . 575 
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Index to correction*. 
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Index to corrections. 
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Index to co< recuoiu . 
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Index to corrections. 
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Index to corrections. 
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Index to corrections. 
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Index to correction*. 



Index to corrections. 
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In lex *o corr^ ti ms. 
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